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The  City  Services  Auditor  (CSA)  was  created  within  the  Controller's  Office  through  an  amendment  to  the  City 
Charter  that  was  approved  by  voters  in  November  2003.  Under  Appendix  F to  the  Charter,  CSA  has  broad 
authority  to: 


Report  on  the  level  and  effectiveness  of  San  Francisco's  public  services  and  benchmark  the  City  to 
other  public  agencies  and  jurisdictions. 

Conduct  financial  and  performance  audits  of  city  departments,  contractors,  and  functions  to  assess 
efficiency  and  effectiveness  of  processes  and  services. 

Operate  a whistleblower  hotline  and  website  and  investigate  reports  of  waste,  fraud,  and  abuse  of 
city  resources. 

Ensure  the  financial  integrity  and  improve  the  overall  performance  and  efficiency  of  city  government. 


Project  Team:  Randle  McClure,  Project  Manager 
Inger  Brinck,  Performance  Analyst 
Catherine  Omalev,  Performance  Analyst 


Special  thanks  to  Luis  Herrera,  Michael  Lambert,  Cathy  Delneo,  Mark  Hall,  and  Donna  Manon  for  their 
collaboration  and  assistance  throughout  this  study. 
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1.  EXECUTIVE  SUMMARY 


The  San  Francisco  Public  Library  (SFPL)  requested  the  Controller's  Office,  City  Performance  unit,  to 
conduct  a comprehensive  staffing  analysis  of  the  SFPL's  Public  Services  Division  (PSD)  across  its  28- 
facility  system.  The  SFPL  sought  generally  to  better  understand  how  its  staffing  compares  with  peer 
jurisdictions;  how  PSD  staff  use  their  time;  identify  an  equitable  level  of  staffing  across  the  system;  and 
identify  areas  for  improving  staff  structure.  The  study  was  informed  by  qualitative  and  quantitative  data 
collection  and  analysis  of  seven  public-serving  classifications  including  Librarians,  Library  Technicians, 
Library  Assistants,  and  Library  Pages.  Qualitative  data  collection  included  interviews,  job  shadows,  time- 
use  surveys,  and  focus  groups  with  public  services  division  staff  and  peer  jurisdictions.  Quantitative 
analysis  included  the  use  of  existing  data  sources  to  develop  an  index  to  measure  staffing  levels  relative 
to  workload  across  the  branches. 

The  combination  of  qualitative  and  quantitative  data  provided  a robust  guide  for  developing 
recommendations  to  improve  staffing  resource  usage  across  the  branches  and  enabled  the  City 
Performance  unit  to  develop  two  tools  for  SFPL:  1)  a Task  Prioritization  Tool  to  assist  management  with 
improving  alignment  between  job  duties,  public  service  needs  and  organizational  strategic  goals;  and  2) 
a Relative  Staffing  Index  Tool  to  create  a more  equitable  distribution  of  staff  across  the  system. 
Additionally,  the  analysis  includes  recommendations  for  management  to  work  collaboratively  with  staff 
in  finding  opportunities  to  standardize  work  and  to  improve  common  understanding  of  SFPL's  staffing 
protocols.  Please  see  the  appendices  for  greater  detail  on  the  methodology. 

This  report  summarizes  findings  from  each  area  of  analysis  City  Performance  conducted: 

A.  Net  availability  - A fundamental  component  of  staffing  analyses,  net  availability  identifies  the 
percentage  of  work  time  staff  are  actually  available  to  perform  their  assigned  duties,  net  of  paid 
and  unpaid  leave. 

B.  Time  to  hire  - Analysis  of  time  to  hire  for  all  PSD  positions  to  identify  challenges  in  the  hiring 
process  that  could  impede  consistent  and  optimal  staffing  levels. 

C.  Vacancy  rates  - A calculation  and  comparison  of  vacancy  rates  by  job  class,  branch,  and  Full- 
Time  Equivalent  (FTE)  status  to  identify  patterns  and  explore  the  causes  of  vacancies. 

D.  Coverage  rates  - On  a daily  basis,  branch  managers  try  to  ensure  they  have  adequate  staffing  to 
provide  services  required  for  their  branch  to  be  open.  Position  vacancies,  illness,  vacations, 
leaves,  and  other  issues  arise  that  require  those  branches  to  request  planned  and  unplanned 
coverage.  This  is  a calculation  and  comparison  of  coverage  rates  by  job  class  and  branch. 

E.  Task  prioritization  - A task  prioritization  tool  designed  to  assist  management  in  identifying  and 
prioritizing  core  competencies  for  each  classification  and  ensure  those  activities  are  aligned  with 
and  across  job  descriptions,  performance  evaluations  and  the  SFPL  strategic  plan 

F.  Relative  staffing  levels  - An  index  tool  of  measure  relative  staffing  levels,  based  on  quantitative 
data  sources  of  key  workload  variables  regularly  collected  by  the  SFPL 
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Key  Findings 


1.  SFPL  is  well-staffed  relative  to  its  national  peers,  yet  many  PSD  staff  report  feeling  stretched 
too  thin. 

2.  Ongoing  overall  vacancies  across  the  Public  Services  Division,  as  well  as  branch  coverage  and 
vacancy  rates,  reveal  significant  staffing  inequities  across  the  system. 

3.  Public  Services  Division  staff  performs  a very  large  number  of  daily  activities,  which  limits 
their  time  available  for  public  service. 

4.  Collaboration  of  management  and  staff  to  refocus  core  competencies  and  enable 
standardization  of  work  will  facilitate  greater  alignment  between  staff's  work  and  the  SFPL's 
Service  Excellence  Core  Values  outlined  in  the  Five  Year  Strategic  Plan. 

5.  Rebalancing  of  staff  based  on  key  workload  variables  will  result  in  a more  equitable 
distribution  of  staff  resources. 

6.  Improved  communication  between  management  and  staff  is  necessary  to  implement  the 
workforce  changes  needed  to  meet  changing  patron  demands  and  demographics. 

Recommendations 

1.  Utilize  the  Task  Prioritization  Tool  to  determine  core  competencies  by  job  class,  align 
competencies  with  long-term  strategic  planning  goals,  and  prioritize  tasks  that  most 
effectively  promote  fidelity  to  a model  of  service  excellence. 

2.  Work  with  staff  to  implement  a standard  process  of  work,  where  applicable,  on  essential 
tasks  that  include  time  management,  training  and  prioritization. 

3.  Promote  data-driven  decision-making  by  utilizing  the  Relative  Staffing  Index  to  reallocate 
staff  in  an  effort  to  promote  greater  staffing  equity  across  the  system. 

4.  Return  to  a centralized  and  standard  approach  to  scheduling  coverage,  vacation  requests 
and  weekly  schedules. 

5.  Create  an  as-needed  pool  of  available  staff,  capable  of  providing  coverage  in  positions  for 
short-term  durations 

6.  Continue  careful  consideration  of  unique  branch  needs  when  reallocating  or  otherwise 
staffing  branches  throughout  the  system. 

7.  Identify  additional  opportunities  for  improvement  in  the  hiring  and  onboarding  process, 
focused  on  methods  to  lower  the  system-wide  vacancy  rate,  (note:  scheduled  in  FY2016-17) 

8.  Empanel  an  ad  hoc  cross-divisional  committee  comprised  of  staff  to  engage  with 
management  on  best  practices  and  other  tools  to  promote  organizational  communication, 
service  excellence  and  staff  effectiveness. 

9.  Provide  additional  opportunities  for  staff  training  in  key  areas  related  to  daily  workplace 
needs,  such  as  the  implementation  and  troubleshooting  of  new  technology,  de-escalation  of 
situations  with  patrons,  and  workplace  prioritization  and  productivity  tools. 
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2.  CURRENT  STAFFING 


Current  Public  Services  Division  Staffing 


"It's  the  people,  not  buildings,  that  deliver  great  services." 


As  of  August  2,  2016,  SFPL  had  a total  of  823  employees,  438  of  which  were  in  full-time  positions  and 
385  of  which  were  part-time.  Of  that  group  of  employees,  664  (80.6%)  work  in  one  of  the  seven 
classifications  of  the  Public  Services  Division  - organized  between  four  circulation  staff  positions  and 
three  librarian  positions.^  See  Figure  1.  As  a result,  four  of  every  five  staff  members  at  the  SFPL  belong 
to  one  of  these  classifications,  illustrating  the  importance  of  optimal  staffing  of  these  classes  across  the 
system. 

Figure  1.  Seven  Classifications  Comprise  the  SFPL  Public  Services  Division^ 


Technical  Staff 

Full-Time 

Part-Time 

3602-Library  Page 

4 

231 

3610-Library  Assistant 

36 

55 

3616-Library  Technical  Assistant  1 

57 

19 

3618-Library  Technical  Assistant  II 

32 

0 

Librarians 

Full-Time 

Part-Time 

3630-Librarian  1 

98 

63 

3632-Librarian  II 

54 

0 

3634-Librarian  III 

15 

0 

TOTALS 

296 

368 

The  number  of  staff  allocated  across  the  library  system  is  determined  through  the  annual  budgeting 
process.  For  Fiscal  Year  2015-2016,  SFPL  budgeted  a total  of  662  Full-Time  Equivalent  (FTE)  positions', 
538.6  of  which  were  allocated  to  the  seven  Public  Services  Division  classifications.  See  Figure  2 


See  Appendix  A for  job  descriptions  of  the  seven  Public  Services  Division  classifications 
^ Active  Employee  Counts  as  of  08-02-2016,  SFPL 
^ Mayor's  Budget  Book  - 2015-16  & 2016  17. 
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Figure  2.  FY2015-16  Budgeted  FTEs  in  SFPL  Public  Services  Division 


Job  Classifications 

Budgeted  FTEs 
(FY16) 

3602  - Library  Page 

142.5 

3610  - Library  Assistant 

73.1 

3616  - Library  Technical  Assistant  1 

76.7 

3618  - Library  Technical  Assistant  II 

33.0 

3630  - Librarian  1 

138.3 

3632-  Librarian  II 

58.0 

3634  - Librarian  ill 

17.0 

Total  (FY16) 

538.6 

Figure  3 compares  budgeted  versus  actual  FTE  counts  of  all  SFPL  employees  between  Fiscal  Year  2011- 
2012  and  Fiscal  Year  2015-2016/ 

Figure  3.  SFPL  Budgeted  Versus  Actual  Staffing  Levels  (FTEs),  FY2011-12  through  FY2015-16 
670 
660 

650 
640 

630 
620 
610 
600 

2011-2012  2012-2013  2013-2014  2014-2015  2015-2016 

In  each  of  the  last  four  years,  SFPL  has  filled  fewer  actual  positions  than  budgeted.  This  can  result  from 
many  factors,  including  but  not  limited  to  staff  turnover,  lengthy  hiring  processes,  and/or  complications 
related  to  labor  disputes. 


SF  Open  Book. 


3.  BENCHMARKING  RESEARCH^ 


Benchmarking  research  included  the  use  of  PLAmetrics®,  which  is  a statistical  data  service  widely  used 
among  public  libraries.  City  Performance  examined  several  standard  nationally-recognized  metrics  (e.g., 
FTE  per  branch,  FTE  per  100,000  visits,  FTE  per  1,000  services  hours,  etc.)  and  determined  that  in  the 
aggregate,  SFPL  is  very  well-staffed  relative  to  its  national  peers.  Figure  4 shows  that  SFPL  ranks  among 
the  top  33%  of  its  peer  group  (green  shading)  on  five  of  the  seven  selected  metrics.  Only  Denver  Public 
Library  (seven)  and  Multnomah  County  (OR)  Library  (five)  equaled  or  surpassed  SFPL  in  the  number  of 
metrics  of  which  it  ranks  in  the  top  third  of  the  peer  group. 

Figure  4.  National  Comparison  of  Library  Staffing 


Public  Library  System 

FY15 

FTE 

FTE  per 
branch 

FTE  per 
square  mile 

FTE  per 
100k 

residents 

FTE  per 
100k  visits 

FTE  per  100k 
circulation 

FTE  per 
100k 

regiMared 

borrowers 

FTE  per  Ik 
service  hrs 

Brooklyn  Public  Library 

980 

16.6 

13.8 

37.1 

11.3 

64 

71.9 

6 3 

Charlotte  Mecklenburg  Library 

680 

35.8 

1.3 

65.7 

20  9 

111 

99  8 

132 

Chicago  Public  Library 

744 

9.4 

3.2 

27.4 

7.9 

7 3 

664 

37 

Columbus  Metropolitan  Library 

603 

27  4 

1.8 

70  9 

120 

35 

105  6 

8 0 

Dallas  Public  Library 

313 

11.2 

0.8 

24.1 

9 8 

4 8 

484 

4 6 

Denver  Public  Library 

686 

27.4 

4 4 

100.5 

16  4 

76 

138  6 

King  County  (WA)  Library  System 

825 

17.2 

0.4 

39.0 

8.3 

40 

109  3 

5 5 

Los  Angeles  Public  Library 

896 

12.4 

1.9 

226 

6 4 

5? 

72  4 

4 7 

Multnomah  County  (OR)  Library 

518 

28.8 

1.1 

71  9 

11  1 

26 

vr  ' 

Orange  County  (CA)  Library  Systen 

443 

13.0 

0.8 

140 

7.2 

7 3 

fVB 

5 0 

Philadelphia  Free  Library 

557 

10.3 

3 9 

35.5 

8 6 

94  1 

t 1 

Queens  Borough  (NY)  Public  Librar 

1047 

17.2 

96 

44  8 

9 3 

107  7 

' 9 

Sacramento  Public  Library 

280 

10.0 

0.3 

57.0 

6 7 

38 

42  6 

54 

San  Francisco  Public  Library 

633 

23.4 

13.2 

73.2 

9.4 

$.9 

149.8 

8 9 

San  Jose  Public  Library 

317 

13.8 

1.8 

309 

50 

3 4 

585 

' 1 

Seattle  Public  Library 

596 

22.9 

7.1 

87  1 

99 

5 2 

To  obtain  more  information  on  the  staffing  structures  of  other  library  systems.  City  Performance  also 
conducted  interviews  with  six  peer  systems:  Charlotte-Mecklenburg  (NC),  Columbus  (OH),  Los  Angeles 
(CA),  Multnomah  County  (OR),  Philadelphia  (PA),  and  Seattle  (WA).  Figure  5 provides  a snapshot  of  each 
system's  FY15  FTE  staffing,  population,  budget  and  budget  per  capita  By  this  metric,  SFPL  ranks  first  in 
budget  per  capita. 


Additional  highlights  from  City  Performance's  benchmarking  interviews  can  be  found  m Append^  J 
PLAMetrics. 


Figure  5.  Staffing  Structure  and  Budget  Snapshot  of  Benchmark  Libraries 


Seattle  Public  Library  (City) 

San  Francisco  Public  Library  (City  and  County) 
Multnomah  County  Library 
Columbus  Metropolitan  Library  (City) 

Charlotte  Mecklenburg  Library  (City  and  County) 
Philadelphia  Free  Library  (City  and  County) 

Los  Angeles  Public  Library  (City) 


596  684,451  $69,000,000 

633  864,816  $109,000,000 

518  720,294  $69,000,000 

603  850,106  $75,000,000 

680  1,034,070  $36,000,000 

557  1,567,442  $40,000,000 

896  3,971,883  $139,000,000 


$100.81 

$126.04 

$95.79 

$88.22 

$34.81 

$25.52 

$35.00 


The  benchmarking  work  that  City  Performance  undertook  analyzing  staffing  levels  across  peer 
jurisdictions  strongly  suggests  that,  in  the  aggregate,  the  San  Francisco  Public  Library  is  a very  well- 
staffed  organization.  The  SFPL  ranks  at  or  near  the  top  of  many  relevant  metrics  among  its  peer  group, 
and  although  those  metrics  do  not  assess  relative  quality,  the  most  recent  City  Survey  (2015)^  shows 
that  the  organization  is  also  well-considered  by  the  public.  SFPL  received  an  overall  grade  of  B+  (good), 
with  high  grades  coming  on  measures  of  assistance  with  library  staff  (A-)  and  condition  of  the  branch 
libraries  (A-). 


^ City  Survey  2015.  Controller's  Office  City  Services  Auditor. 
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4.  TIME  TO  HIRE,  OPEN  POSITIONS  AND  SYSTEM-WIDE  VACANCY  RATE 


In  April  2015,  City  Performance  published  a report  on  the  time  to  hire  across  numerous  departments, 
appointment  types,  and  job  classifications  across  the  City.* *  The  median  time  to  hire  across  the  City  for 
Permanent  Civil  Service  positions  was  137  days.®  The  median  time  to  hire  at  the  San  Francisco  Public 
Library  was  197  days. 

While  this  staffing  analysis  did  not  perform  another  time  to  hire  analysis,  it  did  review  SFPL  Human 
Resources  data  at  two  separate  points  - April  2016  and  August  2016  --  to  generally  determine  the 
breadth  and  range  of  open  positions  at  a given  time.  Figure  6 shows  that  open  positions  in  the  Public 
Services  Division  classes  ranged  between  10.8  percent  in  April  2016  (72  open  positions  of  664 
employees)  to  13.4  percent  in  August  2016  (89  open  positions  of  664  employees). 


Figure  6.  PSD  Open  Vacant  Positions  in  April  2016  and  August  2016^° 


Public  Services  Division  Job  Class 

April  2016 
Open  Vacant 
Positions 

August  2016 
Open  Vacant 
Positions 

3602-Library  Page 

21 

38  1 

3610-Library  Assistant 

11 

11  ' 

3616-Library  Technical  Assistant  1 

15 

9 

3618-Library  Technical  Assistant  II 

4 

6 

3630-Librarian  1 

14 

18 

3632-Librarian  II 

4 

5 1 

3634-Librarian  III 

3 

2 

Total 

72 

»» 

City  Performance  also  examined  the  variance  of  budgeted  FTEs  versus  filled  FTEs  to  determine  which 
Public  Services  Division  job  classes  are  most  impacted  by  vacancies.  As  Figure  7 shows,  filled  PSD  job 
classes  in  August  2016  were  10.9  percent  under  FY16  budgeted  FTE  counts,  with  the  3602-LibrarY  Page 
(16.1  percent  under  full  capacity),  3616-Library  Technical  Assistant  I (13.3%)  and  3610-Library  Assistant 
(13.1%)  job  classes  most  impacted  by  vacancies. 


* How  Long  Does  it  Take  to  Hire  in  the  City  and  County  ot  San  Fr.---'  rn’’  , ■ 

* The  data  used  for  that  report  covered  recruitments  where  the  Request  to  Fill  was  submitted  after  August  13, 
2013  and  the  position's  start  date  was  before  or  on  August  27,  2014 

Open  Vacant  Position  Recruitment  Reports  - 04.26.16  and  08.02.16,  SFPL 
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Figure  7.  System-wide  Vacancy  Rates  by  Job  Class  in  August  2016 


Public  Services  Division  Job  Class 

Budgeted 
FTEs  {FY16) 

Filled  FTE 
(Aug  2016) 

Variance 

(-FTEs) 

3602-Library  Page 

142.5 

119.5 

-23.0 

-16.1% 

3610-Library  Assistant 

73.1 

63.5 

-9.6 

-13.1% 

3616-Library  Technical  Assistant  1 

76.7 

66.5 

-10.2 

-13.3% 

3618-Library  Technical  Assistant  II 

33.0 

32.0 

-1.0 

-3.0% 

3630-Librarian  1 

138.3 

129.5 

-8.8 

-6.4% 

3632-Librarian  II 

58.0 

54.0 

-4.0 

-6.9% 

3634-Librarian  III 

17.0 

15.0 

-2.0 

-11.8% 

Total  (FY16) 

538.6 

480 

-58.6 

-10.9% 

Total  {FY17)^^ 

562.6 

480 

-82.6 

-14.7% 

The  Library  is  not  unique  in  having  a lengthy  hiring  process  that  contributes  to  higher  vacancy  rates. 
Most  jurisdictions  that  operate  within  a civil  service  environment  have  hire  times  that  are  much  longer 
than  the  private  sector.  Civil  service  rules  are  intended  to,  among  other  things,  prevent  favoritism, 
nepotism,  and  other  forms  of  discrimination,  which  require  additional  layers  of  protection,  and 
consequently,  procedural  steps. 

However,  there  are  opportunities  to  expedite  and  further  improve  the  hiring  process  at  SFPL.  An 
important  improvement  SFPL  recently  made  was  to  restructure  its  internal  reassignment  process.  For 
certain  job  classifications,  SFPL  posts  the  position  for  reassignment  when  a position  opens.  This  means 
that  existing  SFPL  employees  have  a right  of  first  refusal  for  that  position,  providing  greater  efficiency  in 
moving  staff  to  new  positions  within  the  system.  SFPL  had  previously  been  filling  open  positions  through 
a continuous  reassignment  process,  meaning  that  after  one  position  was  filled  through  reassignment, 
the  next  open  position  also  went  through  the  reassignment  process.  This  domino  effect  continued  until 
no  other  internal  staff  could  fill  open  positions.  The  Library  now  opens  the  first  available  position  for 
reassignment  with  the  subsequent  opening  filled  through  the  regular  hiring  process. 


The  SFPL  plans  to  hire  24  PSD  staff  in  FY17,  but  those  employees  had  not  yet  been  hired  at  the  time  of  this 
analysis.  For  the  sake  of  organizational  planning.  City  Performance  provided  the  figures  for  FY17  as  well. 

San  Francisco  Civil  Service  Commission,  http://sfgov.org/civilservice/history-commission 
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5.  NET  AVAILABILITY 


What  percentage  of  time  is  staff  available  to  work? 

A fundamental  component  of  staffing  analyses  is  determining  the  net  availability  of  staff.  Net  availability 
is  the  percentage  of  possible  time  staff  is  available  to  perform  their  duties,  net  of  paid  and  unpaid 
leave. Its  utility  is  that  it  can  reveal  instances  where  staff  within  job  classes  is  more  or  less  available 
than  expected,  which  can  impact  service  provision  and  support  resource  planning  efforts  across  an 
organization. 

Figure  8 shows  net  availability  by  Public  Services  Division  job  class.  For  example,  the  3602-Library  Page 
class  has  the  highest  net  availability  at  92  percent.  This  means  that,  on  average,  pages  are  available  to 
work  92  percent  of  their  regularly  scheduled  hours.  This,  however,  leaves  a gap  of  approximately  eight 
percent  of  their  regularly  scheduled  hours  that  must  be  covered  by  other  staff  or  left  uncovered. 
Conversely,  3610-Library  Assistants  have  the  lowest  net  availability  among  our  sample,  at  72  percent. 
This  means  that,  on  average,  library  assistants  have  a gap  of  approximately  28  percent  of  their  regularly 
scheduled  hours  that  must  be  covered  by  other  staff  or  left  uncovered.  The  remaining  five  PSD  job 
classes  fall  within  the  range  of  74  to  78  percent  net  availability. 


Figure  8.  Net  Availability  Among  SFPL  PSD  Staff  by  Class 


Public  Services  Division  Job  Class 

Net 

Availability** 

Percentage 

Full-Time 

3602-Library  Page 

92% 

6% 

3632-Librarian  2 

78% 

100% 

3630-Librarian  1 

78% 

66% 

3616-Library  Technical  Assistant  1 

77% 

68% 

3618-Library  Technical  Assistant  II 

75% 

97% 

3634-Librarian  III 

74% 

100% 

3610-Library  Assistant 

72% 

51% 

Other  staffing  analyses  conducted  by  City  Performance  have  shown  that  City  employees  are  generally 
available  to  work  at  approximately  75  percent  of  their  total  possible  work  time  For  instance,  a 2014 
examination  of  SFPL  security  guards  and  custodial  staff  found  that  they  were  available  to  work  at 
approximately  77  and  75  percent  of  their  normal  work  schedules,  respectively.  Additionally,  social 
workers  from  the  In-Home  Supportive  Services  program  of  the  Human  Services  Agency  were  available  to 


” See  Appendix  B for  a full  description  of  Net  Availability  methodology 
Extra  hours  were  excluded  for  all  classes  because  they  are  not  part  of  staffs  regularly  scheduled  hours 
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work  at  approximately  78  percent  of  their  normal  work  schedules.  The  Library's  PSD  staff  falls  within 
reasonable  bounds  of  City  employee  availability  using  this  metric. 

Net  availability  provides  an  important  piece  in  the  puzzle  of  determining  optimal  staffing  to  meet  the 
Library's  needs,  but  it  must  be  considered  in  conjunction  with  other  elements  such  as  branch-level 
vacancies,  coverage  rates  and  staff  workload,  which  will  be  addressed  in  upcoming  sections. 


13 


6.  BRANCH  VACANCY  AND  COVERAGE  RATES 


City  Petformance  therefore  examined  scheduling  data  (A/B  schedules)  from  the  27  branches. “ The 
Main  was  excluded  from  this  analysis  because  it  does  not  capture  absence  and  coverage  data  in  the 
same  manner  of  detail  as  the  branches,  and  their  vacancy  rates  anecdotally  seemed  lower.  A/B 
schedules  are  tracking  documents  created  by  SFPL  branch  managers  to  show  their  coverage  needs  by 
branch  on  a weekly  basis. 

City  Performance  sampled  five  weeks  of  unique  data  from  each  of  the  27  branches  over  a 16-month 
period  from  January  2015  to  April  2016,  and  found  that  branches  experienced  a significant  variance  in 
vacancy  rates  - defined  as  a percentage  of  vacant  position  hours  left  unfilled  in  a given  week  - over  that 
span.  Figure  9 shows  the  average  vacancy  rates  for  all  27  branches  during  the  sample  period,  ranging 
from  a high  of  26.1  percent  at  Eureka  Valley  (i.e..  Eureka  Valley  was  staffed  at  73.9  percent  capacity)  to  a 
low  of  2.8  percent  at  Portola  (i.e.,  Portola  was  staffed  at  97.2  percent  capacity).  The  median  vacancy 
rate  of  12.4  percent  and  the  mean  vacancy  rate  of  13.1  percent  track  closely  to  the  system-wide  rate  of 
10.9  percent,  as  discussed  in  Section  4,  and  the  April  2016  branch-wide  rate  of  15  percent. 


Data  for  the  analysis  were  extracted  from  the  SFPL's  "A/B  Schedules  " City  Performance  sampled  frve  weeks  of 
A/B  schedule  data  between  January  2015  through  April  2016  for  each  of  the  27  branches  For  more  information  on 
the  sampling  methodology,  see  Appendix  C. 
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Figure  9.  Vacancy  Rates  by  Branch  (January  2015  - April  2016) 


BRANCH 

VACANCY  RATE 

Eureka  Valley 

26.1%  1 

Richmond 

23.2%  ' 

Bernal  Heights 

22.0% 

Park 

21.3% 

Golden  Gate  Valley 

20.5% 

Bayview 

20.2%  . 

Mission 

19.1% 

West  Portal 

16.6% 

Western  Addition 

15.8% 

Chinatown 

14.7% 

Ocean  View 

14.7% 

Mission  Bay 

14.6% 

Parkside 

13.3% 

Merced 

12.4% 

Sunset 

12.1% 

Ortega 

11.3% 

North  Beach 

10.3% 

Visitacion  Valley 

10.0% 

Marina 

8.2% 

Noe  Valley 

8.0% 

Potrero 

7.9% 

Excelsior 

7.6% 

Ingleside 

6.5% 

Anza 

6.3% 

Glen  Park 

I 4.6% 

Presidio 

3.3% 

Portola 

2.8% 

The  range  of  variance  in  branch  vacancy  over  a 16-month  period  of  23.3  percent  suggests  that  some 
branches  are  more  consistently  impacted  by  staff  vacancies  than  others.  Particularly  for  branches  that 
have  experienced  vacancy  rates  near  and  exceeding  20  percent,  this  means  that  a 10-employee  branch 
is  consistently  "short"  two  staff  members  during  its  normal  course  of  business. 

City  Performance  also  examined  the  A/B  schedules  for  coverage  rate.  Coverage  rate  is  defined  as  the 
percentage  of  hours  for  which  a branch  received  staff  coverage  while  an  employee  was  out  (e.g., 
absence  or  other  leaves)  or  the  position  was  vacant.  Figure  10  shows  the  average  coverage  rates  for  all 
27  branches  over  this  period,  ranging  from  a high  of  73.7  percent  at  Park  (i.e..  Park  covered  nearly  three- 
quarters  of  its  hours  impacted  by  staff  leaves  and  vacant  positions)  to  a low  of  9.7  percent  at  Potrero 
(i.e.,  Potrero  covered  only  onetenth  of  its  hours  impacted  by  staff  leaves  and  open  positions). 
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Figure  10.  Coverage  Rates  by  Branch  (January  2015  - April  2016) 


BRANCH 

COVERAGE  RATE 

Park 

73.7% 

Bernal  Heights 

72.4% 

Presidio 

72.1% 

Eureka  Valley 

71.9% 

Ingleside 

67.2% 

Western  Addition 

64.6% 

Mission  Bay 

63.6% 

North  Beach 

62.6% 

Marina 

60.1% 

Noe  Valley 

54.1% 

Richmond 

51.6% 

Ortega 

48.6% 

Parkside 

46.9% 

Ocean  View 

45.8% 

Anza 

44.9% 

West  Portal 

44.3% 

Portola 

39.9% 

Merced 

39.5% 

Sunset 

36.8% 

Glen  Park 

36.4% 

Bayview 

35.8% 

Excelsior 

35.5% 

Chinatown 

33.2% 

Golden  Gate  Valley 

32.1% 

Visitacion  Valley 

30.2% 

Mission 

29.0% 

Potrero 

9.7% 

The  range  of  variance  in  branch  coverage  over  a 16-month  period  of  64.0  percent  suggests  that  some 
branches  are  more  consistently  impacted  by  staff  leaves  and  vacancies  than  others.  Park,  Bernal 
Heights,  Presidio  and  Eureka  Valley,  for  example,  covered  hours  at  rates  exceeding  70  percent  and  were 
therefore  able  to  keep  daily  branch  operations  running  near  full  capacity  during  our  sample.  Branches 
like  Potrero,  Mission,  Visitacion  Valley  and  Golden  Gate  Valley,  on  the  other  hand,  covered  hours  at 
rates  under  33  percent  during  our  sample.  This  suggests  that  staff  at  those  branches  felt  a far  greater 
daily  operational  impact  of  their  colleagues'  leaves  and  vacancies. 

While  individual  branch  vacancy  rates  and  coverage  rates  over  the  sample  period  tell  an  interesting 
story,  it  is  likely  that  branch  rates  change  over  time  depending  on  many  different  factors.  Discussions 
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with  management  and  staff  indicate  that  those  factors  may  include,  but  are  not  limited  to,  the 
following: 

• Transit  Options.  Some  branches  are  more  appealing  to  staff  seeking  extra  hours  and  also  to 
internal  and  external  candidates  seeking  new  positions.  Preferred  branches  are  often  located 
along  or  near  significant  public  transit  routes  and/or  have  readily  available  parking  options  for 
automobile  commuters. 

• Incidents.  In  Fiscal  Year  2015-2016,  SFPL  staff  reported  1,490  incidents  (defined  as  a situation 
where  a patron  acts  inappropriately  to  the  point  of  staff  intervention)  across  all  28  facilities,  but 
there  is  great  variance  in  the  frequency  of  those  incidents.  For  example,  Noe  Valley  reported 
only  one  incident  in  FY2015-16  while  Mission  reported  90  incidents.  Staff  may  seek  to  avoid 
higher-incident  branches  for  reasons  of  safety  and  quality  of  work  life. 

• Labor  Issues.  A protracted  labor  dispute  regarding  the  3616-Library  Technical  Assistant  I job 
classification  delayed  filling  those  positions  by  over  one  year,  in  some  cases.  Other  labor  issues 
that  delay  or  lengthen  hiring  processes  could  impact  certain  branches  more  than  others, 
depending  on  the  mixture  of  positions  at  those  particular  branches. 

• Allowable  Coverage  Rates.  SFPL  currently  allows  branch  managers  to  cover  up  to  50  percent  of 
the  hours  made  available  by  their  vacant  positions,  but  during  the  14-year  Branch  Library 
Improvement  Program  (BLIP)  from  2001  to  2014,  some  branches  could  fill  up  to  80  percent  of 
their  vacant  hours.  This  practice  may  have  continued  in  some  branches  but  not  in  others. 

• Unplanned  Absences.  Due  to  the  diversity  and  variability  in  staff  age,  health  and  other 
contributing  factors,  some  branches  may  experience  more  unplanned  absences  than  others, 
impacting  daily  operations. 

The  more  important  takeaway  from  this  data  is  not  isolated  on  vacancy  and  coverage  rates  of  individual 
branches  but  on  the  system  as  a whole.  A high  degree  of  variance  among  branches  in  vacancy  rates 
(range:  23.3  percent)  and  coverage  rates  (range:  64.0  percent)  results  in  an  inequitably  staffed  system 
where  branches  with  consistently  high  coverage  and  low  vacancy  rates  could  be  considered  "winners," 
and  branches  with  consistently  low  coverage  and  high  vacancy  rates  could  be  considered  "losers."  Those 
branches  falling  into  the  middle  are  likely  to  experience  periods  of  both  "winning"  and  "losing" 
depending  on  their  unique  staffing  needs  and  circumstances  over  time. 

The  effect  of  this  system-wide  inequity  on  employees  is  that  those  working  at  branches  where 
understaffing  is  a consistent  problem  feel  stretched  too  thin  and  often  unable  to  adequately  perform  all 
of  their  assigned  duties.  Those  working  at  the  branches  that  are  more  consistently  staffed  near  capacity 
have  more  time  to  devote  to  their  duties.  The  net  effect  to  patrons  is  that  their  experience  of  visiting  a 
pair  of  San  Francisco  Public  Library's  27  branches  may  be  considerably  different  depending  on  the 
staffing  issues  related  to  that  particular  branch. 

This  report  will  examine  staff  perceptions  in  more  detail  in  Section  7. 


17 


7.  PUBLIC  SERVICES  DIVISION  STAFF  PERCEPTIONS 


To  ascertain  how  Public  Services  Division  staff  spends  their  time  performing  their  duties.  City 
Performance  used  a mixed  methodology  qualitative  approach.  This  included  staff  intei'views,  job 
shadows,  surveys,  and  focus  group  discussions  with  the  seven  PSD  classes.^®  The  objective  was  to  gather 
a baseline  understanding  of  common  tasks  conducted  within  and  across  these  classes  and  to  enable 
comparisons  between  staff  input  and  what  is  listed  in  their  Performance  Plan  and  Appraisal  Reports 
(PPARs).^^  This  also  included  identifying  overlaps  and  distinctions  between  job  classes  as  well  as  relative 
time  spent  on  those  activities  in  the  normal  course  of  business. 

City  Performance  conducted  four  different  methods  of  outreach  to  Public  Services  Division  staff,  utilizing 
the  following  techniques: 

• Interviews.  City  Performance  conducted  15  interviews  among  the  seven  PSD  job  classes, 
including  staff  from  the  Main  and  various  branch  locations.  Staff  that  participated  in  the 
interviews  and  job  shadows  were  randomly  chosen  and  then  self-selected  to  ensure  broad 
representation. 

• Job  Shadows.  Following  these  interviews.  City  Performance  conducted  12  job  shadows  with 
various  staff  across  six  PSD  job  classes.^®  The  job  shadows,  which  occurred  in  half-shift  or  full- 
shift  intervals,  served  as  a valuable  tool  to  learn  what  activities  and  interruptions  occur  in  a 
typical  work  day. 

• Time  Use  Surveys.  To  reach  as  many  staff  as  possible,  City  Performance  administered  a time  use 
survey  to  the  seven  PSD  job  classes  on  three  separate  dates  during  a two-week  period  in 
February/March  2016.  The  goals  of  the  survey  were  for  staff  to  report  how  their  time  is  spent 
and  how  they  perceive  their  job  descriptions  as  reflective  of  their  actual  work.  As  participation 
was  voluntary,  the  survey  allowed  for  as  many  as  three  submissions  each  from  unique 
respondents  during  the  two-week  period,  and  there  were  a total  of  S41  valid  responses. 

• Focus  Groups.  City  Performance  also  facilitated  four  focus  groups  involving  29  participants 
across  six  job  classes  in  March/April  2016.  The  purpose  of  the  focus  groups  was  to  allow  for 
greater  context  on  tasks  and  perceptions  not  captured  using  other  methods 

Representatives  from  the  Main  and  every  branch  location  participated  in  some  capacity  with  one  or 
more  of  the  qualitative  methods  used  in  this  study.  However,  it  is  important  to  note  the  following 
methodological  caveats: 

• Staff  participation  in  all  four  methodologies  was  voluntary 

• All  activities  were  derived  from  staff  PPARs,  self-reported  or  observed 

• Self-reported  tasks  do  not  necessarily  represent  duties  at  every  job  class  or  location 

• There  is  no  expectation  that  100  percent  of  tasks  were  captured  for  any  specific  job  class 


^®The  full  methodology  is  outlined  in  Appendix  D. 

A sample  PPAR  is  provided  in  Appendix  E. 

Members  of  the  3634  Librarian  III  job  class  did  not  participate  m the  job  shadows  or  focus  groups 
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A Note  on  Multi-tasking 


It  is  important  to  note  that  many  staff  reported  spending  much  of  their  time  engaged  in  multi-tasking 
and  therefore  unable  to  accurately  report  their  time  on  the  time  use  survey.  A common  example 
provided  was  that  staff  would  sit  or  stand  at  a public  service  desk  and  conduct  other  activities  such  as 
completing  timesheets,  checking  email,  processing  materials,  or  handling  other  necessary  tasks.  While  it 
may  feel  like  multi-tasking,  research  shows  that  humans  are  incapable  of  conducting  two  cognitive  tasks 
simultaneously.^®  What  people  commonly  think  of  as  multi-tasking  is  actually  the  practice  of  task 
switching  (or  switch-tasking).  Job  shadows  conducted  for  this  analysis  demonstrated  that  staff 
frequently  switch  from  one  task  to  another,  but  are  not  actually  conducting  two  tasks  at  the  same  time. 
Humans  are  capable  of  conducting  one  non-cognitive  task  (such  as  standing  at  a desk)  and  one  cognitive 
task  (such  as  completing  a timesheet)  at  the  same  time,  but  unable  to  directly  assist  a patron  and  work 
on  a timesheet  at  the  same  time.  Therefore,  City  Performance  does  not  consider  staffing  a service  desk 
to  be  public  service  by  itself.  As  the  Library  moves  forward  with  considering  what  tasks  to  prioritize  for 
each  job  classification,  it  is  important  to  keep  in  the  mind  that  there  is  significant  research  that  shows 
that  task  switching  is  often  counter-productive. 

A.  STAFF  INTERVIEWS 

City  Performance  conducted  15  staff  interviews  with  representatives  from  all  seven  Public  Services 
Division  Job  classes  from  the  Main  and  several  branches.  The  purpose  of  the  interviews  was  to  gain  an 
understanding  of  work  processes,  programs,  and  requirements  that  drive  current  staffing  levels.  To 
ensure  broad  representation,  interviewees  were  randomly  approached  for  interest  and  then  self- 
selected  on  a voluntary  basis.  Figure  11  shows  the  breakdown  of  location  by  job  class  of  the  staff 
interviewed. 

Figure  11.  Staff  that  Participated  in  Interviews  by  Location 


Job  Class 

Primary  Location  of  Staff 

3602 

Main  - 6‘*’  floor 

3610 

North  Beach 

3610 

Richmond 

3616 

Main  - 4*'’  floor 

3616 

Excelsior 

3618 

Mission 

3618 

Main  - 5*^  floor 

3630 

Presidio 

3632 

Mission 

3632 

Parkside 

3632 

Main  - 3'**  floor 

3634 

Main  - 4**’  floor 

Meyer,  D.  E.,  Evans,  J.  E.,  Lauber,  E.  J.,  Rubinstein,  J.,  Gmeindl,  L,  Junck,  L.,  & Koeppe,  R.  A.  (1997).  Activation  of 
brain  mechanisms  for  executive  mental  processes  in  cognitive  task  switching.  Journal  of  Cognitive  Neuroscience, 
1997,  Vol.  9. 
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Data  and  findings  from  the  15  staff  interviews  will  be  discussed  in  greater  detail  later  in  this  section. 

B.  JOB  SHADOWS 

City  Performance  performed  12  job  shadows  as  an  informative  way  to  observe  and  understand  staff's 
daily  tasks.  These  observations  paid  particular  attention  to  the  time  staff  spent  on  tasks  serving  the 
public,  tasks  that  were  outside  of  normal  work  duties,  the  number  of  patrons  served,  and  programs  that 
occurred  during  the  work  shift.  Six  of  the  seven  PSD  job  classes  participated  in  half  or  full-shift  periods  of 
observation  at  the  Main  and  several  branch  locations.  To  ensure  broad  representation,  job  shadow 
participants  were  randomly  approached  for  interest  and  then  self-selected  on  a voluntary  basis.  Figure 
12  shows  the  breakdown  of  location  by  job  class  of  the  staff  that  participated  in  the  job  shadows. 

Figure  12.  Staff  that  Participated  in  Job  Shadows  by  Location 


Job  Class 

Primary  Location  of  Staff 

3602 

Main-S***  Floor 

3602 

Chinatown 

3610 

Richmond 

3610 

West  Portal 

3616 

Main  - 4**’  Floor 

3616 

Excelsior 

3618 

Mission 

3618 

Main  - 5***  Floor 

3630 

Presidio 

3630 

Ortega 

3632 

Parkside 

3632 

Main  - 3^**  Floor 

Data  and  findings  from  the  12  staff  job  shadows  will  be  discussed  in  greater  detail  later  in  this  section. 
C.  TIME  USE  SURVEYS^® 

Participant  Information 

The  time  use  survey  resulted  in  541  valid  responses  from  self-selected  PSD  staff  m the  Mam  and  branch 
locations. As  shown  in  Figure  13,  the  Librarian  classes  (3630,  3632,  3634)  had  the  largest  share  of 
participation  at  53  percent,  followed  by  Technicians  (3616,  3618)  at  19  percent,  Pages  (3602)  at  18 
percent  and  Assistants  (3610)  at  10  percent.  Responses  came  from  the  branches  (47%),  the  Mam  (39%) 
and  Technical  Services  (13%).  Employees  from  21  of  the  27  branches  as  well  as  the  Mam  participated 


Time  use  surveys  along  with  methodology  and  results  can  be  found  in  Appendix  F 

There  were  a total  of  568  responses  to  the  survey  but  27  responses  were  not  included  in  the  final  analysis 
because  their  total  time-use  calculations  resulted  in  9.5  hours  or  more  Public  Services  Division  staff  can  work  no 
more  than  nine  hours  in  a single  shift  without  prior  management  approval  These  responses  were  excluded  from 
the  sample  to  ensure  that  results  did  not  skew  the  overall  time-use  analysis 
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Figure  13.  Time  Use  Survey  Participant  Totals  by  Class  and  General  Location 


Job 

Participant 

Staff  Location 

Class 

Total 

Branch 

Main/MOS* 

190/CTS/IT** 

3602 

97 

56 

38 

3 

3610 

52 

25 

16 

11 

3616 

73 

30 

33 

10 

3618 

32 

11 

11 

10 

3630 

191 

102 

71 

18 

3632 

70 

31 

29 

10 

3634 

26 

16 

10 

Totals 

541 

255 

211 

72 

*MOS  = Mobile  Outreach  Services 
**190/CTS/IT=Technical  Services 


Self-Reported  Time  Spent  on  Job  Tasks 

In  an  effort  to  measure  how  much  time  staff  spends  on  common  daily  tasks,  the  survey  asked  staff  to 
record  their  time-use  of  tasks  in  one  work  day  using  15-minute  increments.  Lists  of  common  tasks  were 
prepopulated  in  the  surveys  and  included  the  following  sections  applicable  to  each  class: 

• Administrative 

• Public  Service 

• Handling  of  Books/Materials 

• Supervision  and  Training 

• Reference  and  Collections 

• Programs 

• Breaks  and  Lunch 

An  Other  Activities  section  allowed  staff  to  manually  write  in  any  tasks  they  conducted  that  were  not 
already  included  in  the  survey. 

The  results  of  the  time  use  survey,  as  shown  in  Figure  14,  provide  a glimpse  into  how  each  PSD  job  class 
roughly  spends  their  time  in  a given  work  shift.  For  example,  3602  and  3610  classes  reported  spending 
40  and  38  percent  of  their  time,  respectively,  handling  books  and  materials.  3616  and  3618  classes 
reported  spending  32  percent  of  their  daily  time  on  administrative  duties.  The  3630  and  3632  classes 
reported  spending  the  largest  segment  of  their  daily  time  providing  public  service  (36  and  27%, 
respectively),  while  the  3634  class  reported  spending  40  percent  of  their  time  on  administrative  work. 
Dash  marks  indicate  the  job  class  was  not  asked  about  work  conducted  in  these  task  areas  in  the 
prepopulated  section  of  the  survey. 
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Figure  14.  Percentage  of  Time  Spent  on  Tasks  by  Job  Class 


Task  Area 

3602 

3610 

3616 

3618 

3630 

3632 

3634 

Public  Service 

31% 

17% 

32% 

23% 

36% 

27% 

11% 

Handling  books/materials 

40% 

38% 

6% 

- 

- 

Reference  and  Collections 

- 

- 

- 

- 

18% 

19% 

10% 

Programs 

- 

- 

- 

- 

9% 

9% 

9% 

Administrative 

8% 

7% 

32% 

39% 

21% 

21% 

40% 

Supervision  and  Training 

- 

- 

6% 

23% 

11% 

19% 

Breaks  and  Lunch 

9% 

14% 

14% 

11% 

12% 

13% 

10% 

Other  Activities 

12% 

24% 

13% 

1 

4% 



7% 

1 

5% 

1 

4% 

Because  the  time  use  survey  was  not  randomly  sampled,  City  Performance  cautions  that  the  specific 
time  use  numbers  reported  by  staff  are  non-representative  and  subject  to  inherent  bias.  However,  there 
is  value  in  thinking  of  the  groupings  relative  to  each  other.  For  example,  no  job  classification  reported 
spending  more  than  36  percent  of  its  time  on  tasks  involving  direct  public  service,  which  represents  a 
rough  benchmark  of  time  (e.g.,  approximately  a third  of  staff  time)  that  management  and  PSD  staff 
could  use  to  enable  further  discussions  about  an  appropriate  level  of  public  service.”  Among  the  seven 
classes,  staff  reported  an  average  of  26  percent  of  their  time  was  spent  on  public  service  tasks. 


"I'd  like  to  see  more  expectation  on  our  root  skills  - public  service.  I wish  I can  make  a change  that  way. 
We  exist  because  the  public  exists." 


Furthermore,  the  most  conducted  public  service  tasks  by  each  class  included  similar  duties  For  example, 
all  seven  classes  reported  assisting  patrons  with  various  technology  issues,  such  as  using  the  computers, 
self-check-out  kiosks,  printers  and  copy  machines.  The  most  common  public  service  task  reported  by 
each  class  was  as  follows: 

• 3602  - Provide  general  assistance  to  patrons  at  service  desks. 

• 3610  - Assist  patrons  with  books  or  physical  materials. 

• 3616  - Provide  general  assistance  to  patrons  in  person,  followed  by  phone  or  email. 

• 3618  - Provide  general  assistance  to  library  patrons  in  person. 


” A reasonable  argument  can  be  made  that  programming  tasks  directly  relate  to  public  service  as  well  Even  if 
those  are  included  with  the  public  service  figures,  no  job  class  reaches  a figure  greater  than  45  percent  (3630s) 
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• 3630  - Perform  general  assistance  to  patrons  in  person;  perform  readers'  advisory  duties;  make 
recommendations  for  books,  movies,  and  music  for  patrons. 

• 3632  - Provide  general  assistance  to  library  patrons  in  person. 

• 3634  - Resolve  patron  concerns  or  complaints  in  person,  by  phone  or  email. 

Additionally,  due  to  various  challenges,  staff  reported  that  they  do  not  always  take  their  breaks.  Taking 
break  time  seemed  to  be  more  problematic  with  Librarians  than  with  Page  and  Assistant  staff;  however, 
one  Librarian  described  how  other  staff  has  set  schedules  that  allow  them  to  take  their  breaks.  This  may 
be  more  representative  of  an  issue  at  branches  with  persistent  staffing  issues. 

Perception  of  Job  Descriptions  Reflecting  Actual  Work 

Staff  reflections  on  the  accuracy  of  their  job  descriptions  relative  to  their  current  roles  and 
responsibilities  are  provided  in  Figure  15.  Eighty  percent  of  survey  respondents  rated  their  job 
descriptions  as  "Somewhat  Accurate"  (41%)  or  "Very  Accurate"  (39%)  in  reflecting  their  current  work, 
with  the  3602  - Library  Page  class  reporting  accuracy  at  the  highest  aggregate  rate  of  92  percent,  and 
the  3616  - Library  Technician  I class  reporting  accuracy  at  the  lowest  aggregate  rate  of  56  percent.  Those 
that  answered  "Somewhat  Inaccurate"  or  "Very  Inaccurate"  represented  13  percent  of  total 
respondents,  with  29  percent  of  the  3616  class  in  particular  reporting  inaccuracy  and  12  percent 
reporting  that  they  "did  not  know"  or  were  "unsure"  if  their  job  descriptions  were  accurate. 

Figure  15.  Percentage  of  Respondents  that  Rated  How  Job  Descriptions  Reflect  Actual  Work 


Accuracy 

3602 

3610 

3616 

3618 

3630 

3632 

3634 

Average 

Somewhat  Accurate 

44% 

50% 

33% 

24% 

54% 

48% 

31% 

41% 

Very  Accurate 

48% 

41% 

23% 

58% 

30% 

24% 

50% 

39% 

Somewhat  Inaccurate 

3% 

0% 

21% 

3% 

5% 

21% 

19% 

10% 

Very  Inaccurate 

2% 

0% 

8% 

3% 

4% 

1% 

0% 

3% 

Neither  accurate  nor 

inaccurate 

1% 

8% 

3% 

13% 

3% 

1% 

0% 

4% 

1 don't  know  or  I'm  not 

sure 

1% 

2% 

12% 

0% 

4% 

5% 

1 0% 

1 

3% 

Feeling  Understaffed 

Staff  was  also  asked  if  they  ever  feel  understaffed  at  their  primary  work  locations,  and  if  so,  when  during 
the  week  they  were  most  likely  to  have  that  feeling.  As  Figure  16  shows,  Saturday  and  Sunday 
afternoons/evenings  - at  33  percent  and  29  percent,  respectively  - are  the  times  of  the  week  when  staff 
report  feeling  the  most  understaffed.  Monday  afternoon  (23%),  Saturday  morning  (21%),  and  Thursday 
afternoon  (21%)  were  also  commonly  reported. 
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Figure  16.  Days  and  Times  Staff  Reported  to  Feel  Understaffed 


Day 

Time 

Percentage 

Feeling 

Understaffed 

Saturday 

Afternoon/Evening 

33% 

Sunday 

Afternoon/Evening 

29% 

Monday 

Afternoon 

23% 

Saturday 

Morning 

21% 

Thursday 

Afternoon 

21% 

Staff  reported  through  various  mechanisms  that  they  typically  feel  most  understaffed  during  weekends 
at  the  branches,  with  the  highest  need  for  coverage  regularly  occurring  on  Fridays,  Saturdays,  Sundays 
and  Mondays.  A typical  scenario  was  described  by  an  employee  at  a large  branch  as  occurring  when  a 
Technician  (3616  or  3618)  scheduled  on  the  front  desk  leaves  his  post  to  help  a patron  locate  an  item. 
This  often  creates  a long  line  of  subsequent  patrons  needing  assistance  that  can  take  a long  time  to 
clear.  Weekends  in  particular  were  described  as  troublesome  at  some  branches  after  parents  drop  kids 
off  or  when  neighborhood  programs  end.  Seasonality  can  also  be  a factor  influencing  the  busyness  of  a 
branch,  as  in  the  case  of  several  branches  when  an  increase  in  visitors  takes  place  associated  with 
programming  for  kids. 

D.  FOCUS  GROUP  DISCUSSIONS 

City  Performance  also  convened  four  focus  groups  during  March  and  April  2016  to  gather  any  additional 
staffing  input  not  captured  in  the  other  qualitative  outreach  methods  and  provide  greater  context  to  the 
existing  data.  As  Figure  17  shows,  two  focus  groups  were  conducted  with  the  Librarian  classes  (3630, 
3632,  3634^^),  while  one  was  reserved  for  the  Pages  (3602)  and  Assistants  (3610),  and  one  for  the 
Technicians  (3616,  3618).  Each  focus  group  ran  about  90  minutes  in  length  and  participation  was  based 
on  a first-come,  first-served  basis.  Capacity  of  the  focus  groups  was  set  at  10  participants  in  order  to 
facilitate  manageable  discussions. 


Figure  17.  Staff  that  Participated  in  Focus  Groups  by  Location 


Group 

Job  Classes 

Number  of 
Participants 

Primary  Locations  of  Staff 

1 

3602  & 3610 

6 

Anza,  Main,  Park,  Parkside,  Richmond 

2 

3616  8i  3618 

7 

Excelsior,  Glen  Park,  Main,  Ocean  View,  Richmond 

3 

3630  8i  3632 

6 

Bernal  Heights,  Glen  Park,  Main,  Merced,  Potrero 

4 

3630  & 3632 

10 

Merced,  Main,  Ocean  View,  Potrero,  Richmond 

Each  focus  group  was  asked  to  describe  in  detail  the  tasks  they  conduct  on  a daily  basis,  which  was  then 
recorded  by  City  Performance  staff.  Discussions  often  centered  on  five  areas  of  concern: 


” No  3634  Librarian  III  staff  chose  to  participate  m a focus  group 
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1.  Workload  related  to  management  requests  and  technology 

2.  Diversified  and  overlapping  job  functions 

3.  Regulation  of  patron  policy  and  incidents 

4.  Inadequate  staffing  coverage  systems 

5.  Ineffective  communication  between  management  and  staff 

Data  and  findings  from  the  focus  groups  will  be  discussed  in  greater  detail  later  in  this  section. 

E.  DATA  AGGREGATION  AND  FINDINGS 

Upon  completion  of  the  four  qualitative  components  of  the  analysis,  City  Performance  then  aggregated 
the  data  into  a group  of  findings  related  to  Public  Services  Division  staff.  Note  that  these  findings  are 
derived  from  information  provided  by  staff  that  participated  in  the  qualitative  components  of  this  study. 
It  is  important  to  note  that  these  findings  are  anecdotal  in  nature  and  do  not  represent  the  viewpoints 
of  every  Public  Services  Division  job  class  at  every  location. 

1.  Staff  workload  has  increased  as  a result  of  adapting  to  management  requests  to  provide 
additional  services  and  implement  new  technology.  SFPL's  recent  initiative,  for  example,  to 
prioritize  programming  as  a core  public  service  has  altered  staffs  responsibilities.  The  time  use 
surveys  show  that  Librarians  spend  approximately  nine  percent  of  their  time  on  programming, 
and  staff  perception  is  that  management's  expectation  of  time  devoted  to  this  important  service 
is  growing.  Programming  and  community  outreach  related  to  their  marketing  is  now  included  in 
staff  PPAR  evaluations,  and  Page  staff  reported  that  they  are  often  asked  to  assist  Librarians 
with  setting  up  for  programs,  which  can  impact  their  schedules  and  crowd  out  other  assigned 
tasks.  Some  staff  also  reported  that  patrons  have  requested  more  programming,  especially 
those  of  popular  programs  like  Children's  Story  Time. 


"\Ne  are  constantly  adapting  to  new  systems.  There's  not  enough  training  on  new  things." 


SFPL's  ongoing  effort  to  roll  out  improved  technology  to  its  patrons  has  also  impacted  staff 
workload.  Staff  in  every  PSD  job  class  reported  that  they  spend  a lot  of  time  troubleshooting 
technology,  such  as  teaching  patrons  to  use  their  e-readers  or  helping  them  log  on  to  the 
computer  work  stations.  One  branch  Librarian  stated  that  as  much  as  30  percent  of  a typical  day 
may  be  spent  helping  patrons  with  printing,  copying,  and  scanning  documents.  Staff  recognized 
that  technological  innovations  can  provide  an  enriching  experience  for  patrons,  but  they  feel 
that  they  need  adequate  time  to  be  properly  trained  and  to  provide  support  for  those  devices. 

2.  Job  functions  have  diversified  without  corresponding  bright-line  clarifications  on  which  staff 
members  are  responsible  for  what  tasks.  Though  the  specific  duties  of  the  seven  PSD  classes 
differ,  management  expects  all  staff  to  prioritize  patron  needs.  Yet  branch  Librarians  in 
particular  stated  that  management's  other  expectation  that  administrative  work  be  finished  on 
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time  creates  an  environment  of  competing  demands  where  they  have  less  time  to  concentrate 
on  patron  needs.  In  the  absence  of  what  might  be  described  as  a "typical"  day -most  days  are 
filled  with  unanticipated  tasks,  unexpected  incidents,  and  planned/unplanned  leave  of  other 
staff  requiring  coverage  - staff  often  feel  pressed  to  ensure  high  quality  services  to  the  public 
without  the  flexibility  within  and  across  job  classes  to  reach  those  goals.  As  a result,  many  staff 
reported  they  have  spent  extra  hours  beyond  their  regularly-scheduled  shifts  to  complete  their 
work. 

Other  staff  members  reported  that  working  "out  of  class"  is  a recurring  theme.  For  example. 
Pages,  who  are  not  supposed  to  work  outside  of  the  facility's  open  hours,  reported  helping 
other  staff  with  processing  bins  and  sorting/shelving  reserve  items  before  opening  time. 
Another  employee  reported  that  reference  questions  occasionally  get  passed  along  to  Pages 
because  of  a language  barrier,  which  is  a task  outside  of  the  Page  job  description.  Many  staff 
reported  that  they  believe  that  they  are  doing  more  than  what  is  listed  in  their  job  descriptions 
and  that  there  are  elements  of  their  daily  jobs  that  are  not  being  evaluated  in  their  PPARs.  One 
3616  said  he  is  doing  the  same  work  as  a 3618  without  proper  training  or  compensatory  pay. 

Other  staff  believed  that  the  3602  and  3610  classes  could  be  collapsed  into  a single  3610  class 
because  there  is  so  much  overlap  in  their  actual  daily  duties.  The  increase  in  library  digitization 
of  print  materials  in  recent  years  has  resulted  in  greater  overlap  of  some  functions.  One  staff 
member  stated  that  as  the  circulation  of  books  has  reduced  (meaning  less  physical  shelving 
work).  Pages  have  more  time  to  assist  with  other  duties  that  traditionally  fall  outside  their  job 
class. 

3.  Staff  experience  difficulty  regulating  patron  policy  and  handling  incidents.  Incidents  involving 
patrons  in  violation  of  the  SFPL  Patron  Code  of  Conduct^^  have  been  an  ongoing  challenge  as 
PSD  staff  are  expected  to  handle  unique  populations  of  visitors  in  addition  to  meeting  their 
normal  work  responsibilities.  Because  of  unanticipated  incidents  involving  patrons  and  facilities, 
several  staff  said  that  there  is  no  such  thing  as  a "typical  day"  in  their  work  environments. 


"The  nature  of  the  job  is  that  it  isn't  typical.  We  don't  know  what's  coming  from  the  public  or 
above  [management];  every  day  we  have  a plan,  but  your  job  can  be  taken  over  for  weeks  to 
respond  to  an  incident,  [or]  we  can  also  spend  hours  on  someone's  holds  issue.  You  can't  know 
when  your  bathroom  is  going  to  overflow,  when  a patron  has  an  accident,  when  the  elevator 
breaks,  or  when  the  computer  breaks  down.  You  have  to  balance  your  priorities  os  something  is 
bound  to  happen  every  day.  Someone  calling  in  sick  and  you  having  to  deal  with  an  incident 
occurs  every  day;  that's  a typical  day.  ’ 


“ Retrieved  from:  SFPL  Patron  Code  of  Conduct. 
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staff  at  Main  in  particular  reported  doing  considerable  patron  management  - e g.,  intervening 
with  unruly  patrons  and/or  educating  them  on  the  rules  - which  often  interfered  with  their 
normal  course  of  duties.  One  employee  at  Main  explained  that  there  has  been  times  when  his 
entire  shift  was  spent  doing  nothing  but  damage  control  with  a wide  spectrum  of  patrons.  In 
another  instance,  City  Performance  staff  observed  a security  incident  at  a branch  during  a job 
shadow  that  took  over  30  minutes  of  the  employee's  time.  Incidents  such  as  these  add  to  the 
perceived  challenge  of  weekends  as  the  most  understaffed  shifts  - several  branch  staff 
explained  that  many  issues  at  their  branches  relate  to  an  expectation  of  staff  overseeing 
children  without  other  adult  supervision. 

Another  challenge  PSD  staff  reported  is  that  not  all  misconduct  is  filed  as  incident  reports,  as 
minor  violations  such  as  patrons  sleeping  or  eating  in  the  facility  are  often  not  recorded  as 
incidents.  As  such,  many  staff  members  believe  that  the  reported  number  of  incidents  across 
the  system  is  much  lower  than  the  actual  number  of  incidents  they  experience.  At  the  branches, 
PSD  staff  often  finds  themselves  de-escalating  situations  before  security  or  police  can  arrive  at 
the  location.  Many  employees  expressed  the  need  for  a more  effective  way  of  sharing  incident 
information  throughout  the  system,  which  will  help  warn  other  branches  about  patrons  with  a 
recorded  history  of  misconduct.  Staff  also  expressed  an  interest  in  self-defense  and  de- 
escalation  training,  specifically  focused  on  handling  patrons  who  are  mentally  ill  or  pose  a threat 
to  others. 

4.  Staff  coverage  systems  are  an  ongoing  issue  that  contributes  to  inefficiency.  Each  day  different 
Librarian  II  staff  are  responsible  for  maintaining  the  daily  scheduling  system  to  ensure  there  is 
adequate  system-wide  coverage.  Although  the  SFPL  has  since  the  start  of  this  analysis 
transitioned  to  a new  scheduling  system  called  Celayix”,  staff  reported  great  frustration  with  its 
predecessor  system.  Subfinder.  Furthermore,  daily  scheduling  (A/B  schedules)  and  vacation 
requests  are  tracked  using  different  systems,  creating  a great  deal  of  inefficiency  and  confusion 
in  handling  daily  operations. 

Staff  expressed  that,  generally  speaking,  there  needs  to  be  improved  coordination  of  the 
different  scheduling  systems  in  order  to  make  the  entire  process  easier  to  understand  and 
utilize  in  a fair  and  effective  way.  They  further  believe  that  confusion  over  the  systems 
introduces  opportunities  for  some  staff  to  game  the  existing  framework  to  their  advantage.  For 
example,  there  is  a perception  that  employees  at  the  Main  (with  ostensibly  easier  access  to 
computer  work  stations  throughout  the  day)  have  an  inherent  advantage  in  getting  first  priority 
for  open  coverage  opportunities.  Or,  that  some  coverage  opportunities  are  listed  at  fewer  hours 
than  actual  to  entice  staff  to  take  the  shift  (and  stay  under  the  8-hour  daily  limit).  It  can  also 
work  against  staff,  as  one  staff  member  reported  that  employees  at  their  branch  often  get 
pulled  away  to  cover  other  branches  because  their  location  is  considered  fully  staffed.  This 
employee  described  this  situation  as  "punishment  for  being  effective  and  efficient." 


Celavix  is  an  online  staff  scheduling  tool. 
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Quality  control  and  lack  of  clarity  on  process  were  frequently  mentioned.  Some  staff  claimed 
that  the  A/B  schedule  is  often  incorrect  and  that  there  are  no  written  guidelines  for  allocating 
staff  through  the  coverage  process.  One  branch  manager  suggested  that  it  would  be  helpful  to 
know  if  another  branch  consistently  needs  coverage  so  as  to  be  able  to  better  prepare  and  plan 
for  staffing  and  coverage  at  his  own  branch.  Staff  also  reported  that  some  coverage  issues  can 
waste  several  hours  in  a given  day,  resulting  in  less  time  available  to  handle  other  administrative 
and  patron  priorities.  Many  felt  that  assigning  the  role  of  scheduling  and  staffing  to  a single 
administrator  using  a single  system  would  create  much  more  efficiency  and  remove  many  of  the 
existing  difficulties  built  into  the  process. 

5.  There  are  perceived  communication  gaps  between  PSD  staff  and  management.  Based  on  the 
qualitative  methodology,  participating  staff  reported  longstanding  communication  issues 
between  Public  Services  Division  staff  and  management,  much  of  it  related  to  understanding 
matters  of  personnel,  hiring,  vacancies,  reassignments  and  roles  and  responsibilities.  A recurring 
theme  reported  among  participating  staff  was  the  perception  that  management  does  not  wish 
to  acknowledge  that  public  services  staff  are  "overworked"  and  "understaffed."  They  often 
criticized  staffing  baselines  for  not  taking  certain  relevant  factors  into  account,  such  as  regional 
population  change,  increased  workload,  additional  open  hours,  and  new  branch  openings. 


"\Ne  wear  1,000  hats  8 hours  a day...  We  are  the  custodian, 
the  security  guard,  the  library  technician. 


Management  has  endeavored  in  recent  years  to  bridge  the  communication  gap  by  informing 
staff  of  initiatives  at  all-staff  meetings  and  through  other  forums  and  platforms.  Yet,  among 
some  participating  staff,  misunderstandings  persist.  A salient  example  came  up  several  times 
surrounding  the  issue  of  part-time  staff  moving  from  3-day  to  4-day  weeks  There  was  a great 
deal  of  confusion  about  this  possible  initiative,  with  some  staff  citing  reasons  against  the  move 
while  not  realizing  that  many  branches  had  already  initiated  this  change  several  years  ago.  Some 
staff  also  reported  their  belief  that  management  purposefully  keeps  positions  vacant  for  years 
at  a time  to  provide  cost  savings  on  salaries  and  benefits.  While  this  practice  may  occur  over 
shorter  intervals  (e.g.,  within  a Fiscal  Year),  City  Performance  did  not  find  evidence  of  several 
years  of  vacancies  during  its  review  of  Human  Resources  data  Participating  staff  also  reported 
not  understanding  the  hiring  and  reassignment  processes,  where  they  said  it  is  unclear  when 
jobs  get  posted  and  how  reassignments  are  chosen. 

Many  of  these  issues  seemed  to  derive  from  communication  that  staff  described  as  top-down  in 
nature.  For  example,  some  were  not  familiar  with  the  roles  and  responsibilities  of  the  3634 
Librarian  III  and  believed  that  they  should  be  "more  involved  with  their  locations"  to  better 
understand  the  issues  that  branches  are  dealing  with  Staff  generally  reported  that  they  would 
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like  management  to  recognize  staffing  issues  across  the  system  and  want  greater  collaboration 
on  how  staffing  decisions  are  made. 

F.  TASK  PRIORITIZATION  TOOL 

City  Performance  used  its  qualitative  data  (i.e.,  interviews,  job  shadows,  time  use  surveys  and  focus 
groups)  to  create  a Task  Prioritization  Tool^®  for  the  Public  Services  Division.  This  dynamic  tool 
documents  tasks  provided  through  staff  input  and  Performance  Plan  and  Appraisal  Reports  (PPAR).  The 
tool  then  allows  for  sorting  and  filtering  options  by  the  following  six  categories: 

• Task  Area  (e.g..  Administrative,  Handling  Books/Materials,  etc.) 

• Activity  (e.g..  Shelving,  Ordering  Books,  Staff  Meetings,  etc.) 

• Time  Use  Ratings  - Main  (measured  1-4  on  select  tasks) 

• Time  Use  Ratings  - Branches  (measured  1-4  on  select  tasks) 

• Service  Excellence  Core  Value  (e.g..  Professionalism,  Service,  Access,  etc.) 

• Strategic  Plan  GoaP^  (e.g..  Operational  Excellence,  Robust  Collections,  Services  & Programs, 
etc.) 

The  goal  of  the  Task  Prioritization  Tool  is  to  provide  a seamless  way  for  management  and  staff  to 
collaborate  to  answer  the  following  key  questions: 

• What  are  staff  in  each  job  class  doing  as  part  of  their  duties  in  the  normal  course  of  business? 

• On  what  tasks  do  staff  in  each  job  class  report  spending  the  bulk  of  their  time? 

• Are  there  differences  between  how  members  of  the  same  job  class  at  Main  and  branches  spend 
their  time? 

• How  well  do  the  reported  tasks  for  each  job  class  align  with  the  following? 

o Job  Description 

o Performance  Plan  and  Appraisal  Report  (PPAR) 
o Management  Expectations 
o Service  Excellence  Core  Values 
o Strategic  Plan  Goals 

• Are  there  opportunities  to  remove,  add,  collapse  or  refocus  tasks  within  each  job  class? 

• Can  some  tasks  within  each  job  class  be  prioritized  over  others? 

• Are  some  tasks  overlapping  between  job  classes? 

It  is  important  to  note  that  the  tool  does  not  suggest  what  tasks  should  or  should  not  be,  but  rather 
enable  conversation  between  management  and  staff  to  determine  the  future  state  of  each  job  class. 

See  Figure  18  for  a screen  shot  of  the  tool  for  the  3602  - Library  Page  class. 

The  Task  Prioritization  Tool  is  an  Excel  database  comprising  seven  tabs,  each  focusing  on  one  of  the  Public 
Services  Division  job  classifications  and  a rollup  tab  provided  for  cross-analysis.  The  entire  data  set  can  be  found  in 
Appendix  G. 

For  additional  detail  on  Service  Excellence  Core  Values  and  Strategic  Plan  Goals,  see  SFPL  Strategic  Plan  in 
Appendix  H. 
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Figure  18.  Task  Prioritization  Tool  Screen  Shot  - 3602  - Library  Page  Job  Classification 
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G.  TASK  ALIGNMENT  WITH  PERFORMANCE  PLAN  AND  APPRAISAL  REPORTS  (PPARs) 


City  Performance  determined  that  the  most  important  utility  of  the  Task  Prioritization  Tool  is  that  it 
allows  for  collaboration  between  management  and  staff  to  greater  align  work  tasks  with  job 
descriptions,  PPARs,  management  expectations,  and  the  organization's  core  values  and  strategic  goals. 

A starting  point  for  conversation  in  pursuing  greater  alignment  is  to  compare  tasks  reported  by  staff 
with  those  found  in  each  job  classification's  Performance  Plan  and  Appraisal  Report  (PPAR).  PPAR 
evaluations  - required  annually  by  the  Department  of  Human  Resources^®  - include  a review  of  overall 
performance,  the  quantity  and  quality  of  work  performed,  and  results  of  various  performance 
objectives.  Given  that  PPARs  are  instrumental  in  the  feedback  loop  between  management  and  staff,  it  is 
important  that  staff  are  being  evaluated  on  the  actual  work  that  they  are  performing. 

City  Performance  found  using  the  Task  Prioritization  Tool  that  job  classes  have  significant  variance  in 
alignment  rates  with  their  PPARs.  As  Figure  19  exhibits,  the  3602-Library  Page  and  3616-Library 
Technical  Assistant  I classes  show  the  least  alignment  of  the  PSD  group  at  38  percent.  The  3632-Librarian 
II  class  shows  the  highest  alignment  at  61  percent.  The  other  classes  fall  in  the  middle  of  that  range. 


Figure  19.  Alignment  Rate  of  PSD  Staff  Total  Tasks  to  PPARs  by  Job  Class 


Job  Class 

Total  Tasks 

Alignment  Rate 
With  PPARs 

3602-Library  Page 

42 

38% 

3610-Library  Assistant 

47 

39% 

3616-Library  Technical  Assistant  1 

70 

38% 

3618-Library  Technical  Assistant  II 

67 

54% 

3630-Librarian  1 

60 

56% 

3632-Librarian  II 

71 

61% 

3634-Librarian  III 

49 

45% 

In  an  ideal  state,  PPARs  would  align  with  work  tasks  at  a rate  of  100  percent.  The  mediocre  alignment 
rates  of  the  Public  Services  Division  staff  with  their  PPARs  strongly  suggest  that  there  is  an  opportunity 
for  management  and  staff  to  use  the  Task  Prioritization  Tool  in  a constructive  way  to  clearly  define  the 
roles  and  responsibilities  of  each  job  class  to  provide  alignment  across  the  organization. 


"It  is  the  goal  of  the  City  to  provide  each  of  its  employees  with  an  annual  Performance  Plan  and  Appraisal  Report 
(PPAR)."  SF  Employee  Handbook,  p.  15. 
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8.  RELATIVE  STAFFING  INDEX 


One  of  the  Library's  objectives  with  this  staffing  analysis  was  to  identify  the  optimal  number  of  PSD  staff 
across  the  system.  To  determine  optimal  staffing,  it  is  necessary  to  calculate  the  amount  of  time 
required  to  perform  routine  tasks  and  develop  normally  distributed  time  ranges.  However,  data  from 
the  time  use  surveys,  interviews,  job  shadows,  and  focus  groups  showed  a wide  variance  in  the  amount 
of  time  staff  reported  spending  on  specific  tasks. 

In  some  branches,  for  example,  staff  reported  spending  a considerable  amount  of  time  dealing  with 
incidents.  In  other  branches,  however,  staff  reported  spending  very  little  time  dealing  with  incidents.” 
Thus,  City  Performance  was  unable  to  calculate  a reasonable  and  reliable  estimate  of  the  amount  of 
time  required  for  staff  activities.  Additionally,  PSD  staff  identified  a very  high  number  of  activities.  For 
example,  CP  documented  70  distinct  tasks  performed  by  the  3616  class  and  71  tasks  performed  by  the 
3632  class.  Although  not  all  activities  are  conducted  on  a daily  basis,  the  volume  of  activities  performed 
complicates  the  process  to  identify  an  optimal  number  of  staff.  Given  these  methodological  limitations, 
City  Performance  developed  a composite  measure  of  staff  workload  to  identify  an  equitable  distribution 
of  staff  across  the  system.  Appendix  I describes  the  methodology  in  detail. 

Figure  20  shows  the  number  of  filled  FTE  positions  across  the  system  as  of  July  12,  2016.  The 
information  alone,  however,  is  not  useful  for  determining  how  well  each  branch  is  staffed  relative  to  the 
other  branches. 

Figure  20.  Number  of  Filled  FTE  Positions  by  Facility  - July  2016 


Branch 

FTE 

Branch 

FTE 

Anza 

6.5 

Noe  Valley 

4.5 

Bayview 

5.5 

North  Beach 

6.5 

Bernal  Heights 

8.5 

Ocean  View 

3.5 

Chinatown 

17 

Ortega 

11.5 

Eureka  Valley 

5.5 

Park 

5.5 

Excelsior 

9.5 

Parkside 

6.5 

Glen  Park 

5.5 

Portola 

7.5 

Golden  Gate  Valley 

4 

Potrero 

6 

Ingleside 

7 

Presidio 

5.5 

MAIN 

169 

Richmond 

15 

Marina 

8 

Sunset 

13 

Merced 

8 

Visitacion  Valley 

5 

Mission 

13 

West  Portal 

12 

Mission  Bay 

5.5 

Western  Addition 

6.5 

” For  example,  Noe  Valley  reported  only  one  incident  in  FY2015-16  while  Mission  reported  90  incidents 
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City  Performance  then  employed  a statistical  methodology  called  factor  analysis  to  create  the  Relative 
Staffing  lndex^°.  Factor  analysis  is  a statistical  method  used  to  describe  variability  among  observed, 
correlated  variables  in  terms  of  a potentially  lower  number  of  unobserved  variables  (called  factors). 
Eight  variables  that  City  Performance  hypothesized  as  possibly  related  to  PSD  staff  workload  were 
considered  in  developing  the  index.  These  variables  reflect  available  data  across  SFPL  systems.  The  nine 
variables  were: 

1.  FY16  number  of  visitors 

2.  FY16  number  of  materials  in  circulation 

3.  FY16  number  of  new  library  card  registrations 

4.  FY16  number  of  questions  asked  (directional  and  reference) 

5.  FY16  number  of  incidents 

6.  FY16  program  hours 

7.  Total  facility  square  feet 

8.  Total  number  of  service  points 

9.  FY17  adjusted  weekly  open  hours 

The  results  of  the  factor  analysis,  summarized  in  Figure  21  on  the  left  side  (WITFI  MAIN),  shows 
significant  variance  in  the  number  of  staff  relative  to  workload  (as  defined  by  the  variables)  across  the 
system.  The  index  score,  which  ranges  from  15.64  at  the  Main  to  0.45  at  North  Beach,  indicates  the 
distance  of  each  branch  to  a mean  index  score  of  5.00  (closest  to  Ortega).  The  distance  more  or  less 
from  that  mean  index  score  indicates  how  well  each  branch  is  staffed  relative  to  the  mean. 

Main  in  particular  stands  out  as  having  the  greatest  number  of  staff  relative  to  its  workload  and  the 
other  branches,  while  branches  like  North  Beach,  Parkside,  Mission  Bay,  Eureka  Valley,  Western 
Addition  and  Park  show  the  lowest  number  of  staff  relative  to  workload  and  the  other  branches.  Main  is 
over  10  points  above  the  mean  index  score,  however,  with  only  one  branch  (Ocean  View  at  12.18) 
greater  than  five  points  above  or  below  the  mean. 

Because  Main  is  such  a significant  outlier  relative  to  the  rest  of  the  data  set,  it  was  removed  from  Figure 
21  on  the  right  side  (WITHOUT  MAIN),  which  provides  what  City  Performance  believes  is  a more 
accurate  picture  of  the  relative  staffing  levels  across  the  branches.  In  that  scenario.  Ocean  View  is  the 
best  staffed  and  Eureka  Valley  is  the  worst  staffed  relative  to  workload  and  the  other  branches.  The 
difference  in  scores  between  Ocean  View  and  Eureka  Valley  is  striking  - over  12  points,  with  the  mean 
being  6.00  (closest  to  Marina).  The  scores  indicate  significant  variance  in  how  well  the  branches  are 
staffed  relative  to  their  workload  and  each  other,  and  highly  suggestive  that  there  is  an  inequitable 
distribution  of  staff  throughout  the  branches. 


See  Appendix  I for  additional  detail  on  factor  analysis  and  its  use  in  this  analysis. 
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Figure  21.  Relative  Staffing  Index  Levels  With  and  Without  Main 


WITH  MAIN 

Branch 

Relative  Staffing 

Index  Score 

Main 

15.64 

Ocean  View 

12.18 

Anza 

9.31 

West  Portal 

9.19 

Sunset 

7.61 

Chinatown 

6.97 

Merced 

6.92 

Noe  Valley 

6.25 

Mission 

5.43 

Golden  Gate  Valley 

5.37 

Marina 

5.11 

Ortega 

5.08 

Potrero 

4.72 

Bernal  Heights 

4.56 

Portola 

4.53 

Bayview 

4.05 

Richmond 

3.89 

Visitacion  Valley 

3.62 

Glen  Park 

3.59 

Presidio 

3.13 

Ingleside 

2.75 

Excelsior 

2.16 

Park 

1.79 

Western  Addition 

1.52 

Eureka  Valley 

1.51 

Mission  Bay 

1.38 

Parkside 

1.29 

North  Beach 

0.45 

WITHOUT  MAIN 

Relative  Staffing 

Branch 

Index  Score 

Ocean  View 

13.15 

Sunset 

11.01 

West  Portal 

10.83 

Anza 

9.21 

Potrero 

8.42 

Bayview 

7.30 

Glen  Park 

7.07 

Mission 

7.05 

North  Beach 

6.92 

Excelsior 

6.85 

Richmond 

6.53 

Merced 

6.53 

Chinatown 

6.26 

Marina 

6.24 

Golden  Gate  Valley 

5.63 

Park 

5.59 

Noe  Valley 

5.20 

Ortega 

5.07 

Visitacion  Valley 

4 53 

Presidio 

4.45 

Portola 

3.91 

Ingleside 

3.33 

Western  Addition 

3.16 

Parkside 

3.04 

Bernal  Heights 

2 08 

Mission  Bay 

1 77 

Eureka  Valley 

0.87 
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Perhaps  the  most  useful  aspect  of  the  Relative  Staffing  Index  is  not  that  it  reveals  a wide  variance  in 
staffing  levels  across  the  system  (which  it  does),  but  that  it  can  be  used  as  a management  tool  to  assist 
SFPL  in  minimizing  the  distribution  of  Public  Services  Division  staff  based  on  key  workload  factors.  Figure 
22  provides  one  scenario  of  what  staffing  levels  would  be  if  workload  variance  in  staffing  among  the  27 
branches  were  flattened  to  a difference  of  less  than  one  point  (i.e.,  the  most  equitable  distribution  given 
staffing  limitations). 

In  this  scenario,  Golden  Gate  Valley  (1.32)  becomes  the  branch  best  staffed  relative  to  workload  and 
other  branches,  while  Marina  (0.55)  becomes  the  branch  least  well-staffed,  but  the  range  from  highest 
to  lowest  (range:  0.77)  is  very  small.  Unlike  current  staffing  levels  (as  exhibited  in  Figure  21),  there  are 
no  clear  "winners"  or  "losers"  in  this  scenario.  Rather,  the  differences  are  small  enough  that  the 
scenario  presents  a relatively  equal  distribution  of  staff  across  the  system. 

Figure  22  also  shows  the  differences  between  what  the  Relative  Staffing  Index  model  proposes  to  attain 
equitable  staffing  and  actual  staffing  as  of  July  12,  2016  (column  "E"),  and  proposed  staffing  (column 
"F")  for  Fiscal  Year  2016-2017.  Columns  E and  F show  that  some  branch-by-branch  changes  to  both 
actual  and  proposed  staffing  levels  are  required  to  reach  a more  equitable  distribution  of  staff  across 
the  27  branches.  In  this  scenario,  23  branches  would  add  staff  over  current  levels,  three  branches  would 
lose  staff  from  current  levels,  and  one  branch  would  remain  at  its  current  level.  Considering  planned 
FY2016-17  staffing  levels,  12  branches  would  add  staff  over  those  levels,  14  branches  would  lose  staff 
from  those  levels,  and  one  branch  would  remain  effectively  at  the  same  level. 

It  is  important  to  note  that  Figure  22  proposes  just  one  scenario  of  possible  staffing  allocations,  using  a 
constraint  of  FY2016-17  planned  PSD  staffing  level  of  257.65  FTEs  at  the  branches.  The  index  is  a 
dynamic  tool  that  can  be  used  to  model  an  array  of  scenarios  to  support  SFPL's  short-  and  long-term 
strategic  planning,  and  as  the  SFPL  grows  and  changes  to  meet  demographic  shifts  and  patron  demand, 
the  model  can  be  adjusted  to  accommodate  new  measures.  As  an  example,  staff  often  mentioned  the 
growing  importance  of  programming  in  their  work.  The  model  currently  only  captures  the  number  of 
programs  offered.  A future  version  of  the  model  could  instead  capture  the  number  of  program 
participants  or  number  of  program  hours  completed  to  provide  a more  robust  metric  to  consider. 
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Figure  22.  Application  of  the  Relative  Staffing  Index  to  Minimize  Variance  in  Relative  Staffing  Levels 


(A)  Branch 

(B) 

Proposed 
FTE  by 
Model 

(C)  Actual  FTE 
7/12/16 

(D)  FY17 
Planned  FTE 

(E)  Proposed 
vs.  Actual 

(F)  Proposed 
vs.  Planned 

(G)  Relative 
Staffing 
Index  Score 

Golden  Gate  Valley 

5 

4 

5.5 

1 

-0.5 

1.32 

Noe  Valley 

6.75 

4.5 

5 

2.25 

1.75 

1.31 

Chinatown 

18 

17 

18.5 

1 

-0.5 

1.27 

Sunset 

13 

13 

14.5 

0 

-1.5 

1.27 

Potrero 

6.25 

6 

7 

0.25 

-0.75 

1.21 

Eureka  Valley 

8.25 

5.5 

7.5 

2.75 

0.75 

1.21 

Bayview 

6 

5.5 

8 

0.5 

-2 

1.16 

Excelsior 

13.25 

9.5 

13.5 

3.75 

-0.25 

1.15 

Ingleside 

9.75 

7 

8.5 

2.75 

1.25 

1.15 

West  Portal 

11 

12 

13.5 

-1 

-2.5 

1.12 

North  Beach 

10.75 

6.5 

8.5 

4.25 

2.25 

1.11 

Mission  Bay 

8 

5.5 

7 

2.5 

1 

1.09 

Mission 

13.75 

13 

14.5 

0.75 

-0.75 

1.04 

Presidio 

7.15 

5.5 

6.75 

1.65 

0.4  j 

1.00 

Western  Addition 

10 

6.5 

8.5 

3.5  1 

0.97 

Ortega 

15.5 

11.5 

12 

4 

_ 

3.5 

0.89 

Portola 

9.5 

7.5 

8 5 

^ 

1 

Visitation  Valley 

6.5 

5 

9.5  ] 

15 

-3 

088 

Merced 

8 

8 

9 

0 

-1 

088 

Ocean  View 

2.75 

3.5 

4 ^ 

■0.75  : 

•175 

087 

Anza 

5.75 

6.5 

7 

-0.75^ 

1.25 

0 85 

Park 

7,5 

5.5 ; 

6 

1 

1.5  j 

0.83 

Richmond 

19 

15 

17.5 

1 4 

1.5  1 

0.82 

Glen  Park 

7.25 

5 5 

7.2 

i 

0 05 

0 76 

Bernal  Heights 

10 

8.5 

10  5 

•0.5  1 

0 74 

Parkside 

10.5 

6 5 

10  2 

4 

0 3 

067 

Marina 

8.25 

8 

9 

0 25  1 

-0  75  1 

1 Totals  257.4  212  257.65  1 

1 
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Ratio  of  Librarians  to  Circulation  Staff 


The  SFPL  was  also  interested  in  understanding  if  it  has  an  ideal  ratio  of  Librarians  (3630,  3632,  3634)  to 
Circulation  staff  (3602,  3610,  3616,  3618)  at  each  branch.  There  does  not  appear  to  be  an  industry 
standard  for  the  ideal  ratio  of  Librarians  to  Circulation  staff,  but  benchmarking  research  (as  discussed 
further  in  Section  3)  found  that  the  City  and  County  of  Philadelphia  has  a median  ratio  of  0.6  Librarian 
FTE  to  every  1.0  Circulation  staff  FTE.  The  median  ratio  for  SFPL  is  0.7  Librarians  for  every  1.0  Circulation 
staff  FTE.  As  shown  in  Figure  23,  the  current  branch  ratios  range  from  1.17  at  Bayview  (+0.47)  to  0.30  at 
Glen  Park  (-0.40). 


Figure  23.  Current  Librarian  to  Circulation  Staff  Ratios  Across  the  27  Branches 


Branch 

Total  Librarian 
FTE  July  2016 

Total  Circulation 
Staff  FTE  July  2016 

Ratio  of  Librarians 

to  Circulation  staff 

Bayview 

3.5 

3 

1.17 

Bernal  Heights 

4.5 

4 

1.13 

Noe  Valley 

2.5 

2.5 

1.00 

Park 

3 

3 

1.00 

Ingleside 

3.5 

4 

0.88 

Mission 

6.5 

7.5 

0.87 

Mission  Bay 

3 

3.5 

0.86 

Visitacion  Valley 

3 

3.5 

0.86 

Eureka  Valley 

2.5 

3 

0.83 

Excelsior 

5.5 

7 

0.79 

North  Beach 

3 

4 

0.75 

West  Portal 

5.5 

7.5 

0.73 

Sunset 

6 

8.5 

0.71 

Marina 

3.5 

5 

0.70 

Western  Addition 

3.5 

5 

0.70 

Merced 

3.5 

5.5 

0.64 

Anza 

2.5 

4 

0.63 

Potrero 

2.5 

4 

0.63 

Richmond 

6.5 

11 

0.59 

Chinatown 

6 

12 

0.50 

Golden  Gate  Valley 

1.5 

3 

0.50 

Ortega 

4 

8 

0.50 

Portola 

2.5 

5 

0.50 

Presidio 

2 

4 

0.50 

Parkside 

2.5 

5.5 

0.45 

Ocean  View 

1 

2.5 

0.40 

Glen  Park 

1.5 

5 

0.30 
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Figure  24  shows  a proposed  number  of  Librarians  and  Circulation  staff  at  each  branch  to  achieve  a ratio 
very  close  to  the  current  SFPL  median  of  0.7  Librarians  to  every  1.0  Circulation  staff  FTE.  As  part  of  its 
future  reallocation  strategies,  management  may  seek  to  adjust  the  number  of  Librarian  and  Circulation 
staff  to  achieve  a greater  balance  between  the  two  groups  across  the  system.  However,  because  each 
branch  has  unique  needs,  the  ratio  might  not  be  an  appropriate  guide  for  all  branches.  Further  analysis 
is  recommended. 

Figure  24.  Proposed  Number  of  Librarians  and  Circulation  Staff 


Branch 

Total  FTE 
as  of  July 
12,  2016 

Librarians 

FTE 

Circulation 
Staff  FTE 

Ratio  of 
Librarians  to 
Circulation  Staff 

Anza 

6.5 

2.75 

3.75 

0.73 

Bayview 

6.5 

2.75 

3.75 

0.73 

Bernal  Heights 

8.5 

3.5 

5 

0.70 

Chinatown 

18 

7.5 

10.5 

0.71 

Eureka  Valley 

5.5 

2.25 

3.25 

0.69 

Excelsior 

12.5 

5.25 

7.25 

0.72 

Glen  Park 

6.5 

2.75 

3.75  1 

0.73 

Golden  Gate  Valley 

4.5 

2 

2.5 

0.80 

Ingleside 

7.5 

3 

4.5  1 

0.67 

Marina 

8.5 

3.5 

5 

0.70 

Merced 

9 

3.75 

S.2S  1 

0.71 

Mission 

14 

5.75 

8.25 

0.70 

Mission  Bay 

6.5 

2.75 

3.7S  1 

0.73 

Noe  Valley 

5 

2 

3 

0.67 

North  Beach 

7 

2.75 

4.25 

0.65 

Ocean  View 

3.5 

1.5 

2 

0.75 

Ortega 

12 

5 

7 ] 

0.71 

Park 

6 

2.5 

3.5 

0.71 

Parkside 

8 

3.25 

4.75 

0.68 

Portola 

7.5 

3 

4.5 

0.67 

Potrero 

6.5 

2.75 

3.75 

0.73 

Presidio 

6 

2.5 

3 5 

0.71 

Richmond 

17.5 

7.25 

10.25  1 

0.71 

Sunset 

14.5 

6 

8 5 

0.71 

Visitacion  Valley 

6.5  1 

2.75 

3 75  j 

0.73 

West  Portal 

13 

5.5 

7.5 

0.73 

Western  Addition 

8.5 

3.5 

..V  J 

0.70 
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9.  REC0MMENDAT10NS31 


Task  Prioritization 

1.  Task  Prioritization  Tool.  In  collaboration  with  PSD  staff.  City  Performance  recommends  that 
SFPL  management  utilize  the  Task  Prioritization  Tool  to  determine  core  competencies  by  job 
class,  align  competencies  with  long-term  strategic  planning  goals,  and  prioritize  tasks  that  most 
effectively  promote  fidelity  to  a model  of  service  excellence. 

2.  Standardization  of  Work.  Commensurate  with  utilization  of  the  Task  Prioritization  Tool,  City 
Performance  recommends  that  SPFL  management  work  with  staff  to  implement  a standard 
process  of  work,  where  applicable.  Recognizing  that  facilities  have  different  needs  and  serve 
unique  populations,  staff  should  be  able  to  conduct  a standard  process  of  work  on  essential 
tasks  that  includes  time  management,  training  and  prioritization. 

Staffing 

1.  Relative  Staffing  Index  Tool.  City  Performance  recommends  that  SFPL  promote  data-driven 
decision-making  by  utilizing  the  Relative  Staffing  Index  to  reallocate  staff  in  an  effort  to  promote 
greater  PSD  staffing  equity  across  the  system.  A more  equitably  staffed  system  will  result  in  a 
more  satisfied  staff  and  facilitate  improved  system-wide  public  service. 

2.  Centralized  and  Standardized  System-wide  Scheduling.  City  Performance  recommends  that 
SFPL  return  to  a centralized  and  standard  approach  to  scheduling  coverage,  vacation  requests 
and  weekly  schedules,  freeing  significant  time  for  3632-Librarian  Ms  to  provide  public  service  and 
eliminating  many  of  the  confusing,  inaccurate  and  inequitable  aspects  of  the  current  processes. 

3.  As-Needed  Pool.  City  Performance  recommends  the  creation  of  an  as-needed  pool  of  available 
staff,  capable  of  providing  coverage  in  PSD  positions  for  short-term  durations.  This  would  help 
to  alleviate  some  of  the  daily  pressure  of  providing  excellent  service  while  consistently 
understaffed. 

4.  Strategic  Staffing.  City  Performance  recommends  that  SFPL  continue  careful  consideration  of 
unique  branch  needs  when  reallocating  or  otherwise  staffing  branches  throughout  the  system, 
based  on  the  specific  demands  placed  upon  the  branch  and  the  populations  it  serves. 

Effectiveness 

1.  Hiring  Process.  City  Performance  recommends  that  SFPL  identify  additional  opportunities  for 
improvement  in  its  hiring  and  onboarding  process,  focused  on  methods  to  lower  the  system- 
wide  vacancy  rate.  (Note:  this  work  has  already  been  scheduled  to  take  place  in  FY2016-17.) 

2.  Cross-Divisional  Committee.  City  Performance  recommends  that  SFPL  empanel  an  ad  hoc  cross- 
divisional  committee  comprised  of  PSD  staff  to  engage  with  management  on  best  practices  and 
other  tools  to  promote  organizational  communication,  service  excellence  and  staff 
effectiveness. 


A list  of  additional  recommendations  made  by  individual  staff  through  City  Performance's  qualitative  work  is 
located  in  Appendix  K. 
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3.  Training.  City  Performance  recommends  that  management  provide  additional  opportunities  for 
PSD  staff  training  in  key  areas  related  to  daily  \A/orkplace  needs,  such  as  the  implementation  and 
troubleshooting  of  new  technology,  de-escalation  of  situations  with  patrons  (including  a specific 
focus  on  handling  members  of  marginalized  populations),  and  workplace  prioritization  and 
productivity  tools. 
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APPENDIX  A:  JOB  DESCRIPTIONS 


The  job  classes  considered  in  this  analysis  included  the  following  seven  SFPL  Public  Services  Division  staff  across 
the  28-facility  system. 


3602  - Library  Page 

Under  immediate  supervision,  performs  basic  library  clerical  work  and  light 
physical  tasks  in  the  Main  and  branch  libraries.  Pages  are  responsible  for: 
following  simple  directions,  either  oral  or  written;  making  routine  contacts 
with  the  general  public  in  connection  with  library  services.  Some  tasks 
include:  checking  in/out  library  materials,  processing  library  card 
applications,  shelving  and  sorting  books  and  materials. 

3610  - Library  Assistant 

Under  supervision,  performs  general  and  varied  non-professional  work 
requiring  basic  training  and  aptitude;  assists  patrons  in  the  use  of  library 
facilities;  keeps  simple  library  records;  and  performs  related  duties  as 
required.  Assistants  are  responsible  for:  following  existing  library  methods 
and  procedures;  making  routine  contacts  with  the  general  public  and  other 
departmental  personnel  in  connection  with  library  operations;  maintaining 
simple  records  of  library  operations. 

3616  - Library  Technical  Assistant  1 

Under  supervision,  performs  various  routine  phases  of  technical  library 
work,  and  performs  related  duties  as  required.  Responsible  for:  following 
established  methods  and  procedure;  making  routine  contacts  with  the 
general  public,  outside  organizations,  and  library  personnel  in  connection 
with  library  operations  and  activities;  and  preparing  and/or  maintaining 
various  files  and  records.  Differs  from  3618  Library  Technical  Assistant  II 
class  in  that  this  class  does  not  have  supervisory  responsibilities,  however, 
in  smaller  branches  this  classification  may  be  required  to  act  as  a lead 
worker  over  subordinate  personnel. 

3618  - Library  Technical  Assistant  II 

Under  supervision,  performs  various  routine  phases  of  technical  library 
work;  exercises  work  direction  over  subordinate  personnel;  and  performs 
related  duties  as  required.  Responsible  for:  explaining  and  carrying  out 
established  methods  and  procedures;  making  regular  contacts  with  the 
general  public,  outside  organizations  and  library  personnel  in  connection 
with  library  operations  and  activities;  and  preparing  and/or  maintaining 
various  files  and  records.  Differs  from  3616  Library  Technical  Assistant  1 
class  in  that  this  class  has  supervisory  responsibilities  over  3616  class  and 
subordinate  personnel,  contacts  vendors  and  publishers,  and  may  assist  in 
revising  the  library  catalog  files. 

3630-  Librarian  1 

Under  supervision,  performs  beginning  level  professional  library  work,  and 
performs  related  duties  as  required.  Librarian  1 class  is  for:  explaining  and 
carrying  out  assigned  duties  within  the  framework  of  established  methods 
and  procedures;  making  regular  contacts  with  the  general  public,  outside 
organizations  and  library  personnel  in  connection  with  library  activities  and 
operation;  maintaining  a continued  awareness  of  current  reading  trends 
and  literature.  Differs  from  Librarian  Technical  II  class  in  that  this  class  is 
responsible  for  performing  beginning  level  professional  work  such  as 
making  recommendations  regarding  the  selection  and  maintenance  of 
library  materials  in  an  assigned  area;  performing  beginning  level  reference 

Department  of  Human  Resources  job  descriptions:  http://sfdhr.org/classification-and-compensation-database 

3 


work;  carrying  out  community  programs  to  promote  use  of  and  interest  in 
the  library. 

3632  - Librarian  II 

Under  general  supervision,  performs  advanced  professional  librarian  work; 
supervises  the  operations  of  a branch  library  or  a department  of  the  Main 
library;  supervises  activities  of  subordinate  personnel;  may  supervise  the 
operations  of  a special  library  in  another  City  and  County  department;  and 
performs  related  duties  as  required.  Librarian  II  class  is  responsible  for; 
interpreting,  enforcing  and  carrying  out  assigned  duties  within  the 
framework  of  established  methods  and  procedures;  making  regular 
contacts  with  the  general  public,  outside  organizations  and  library 
personnel  in  connection  with  library  activities  and  operations;  and 
maintaining  a continued  awareness  of  current  reading  trends  and 
literature.  Differs  from  the  Library  1 class  in  that  this  class  supervises  the 
operation  of  a small  or  medium  sized  branch,  a department  of  the  Main 
library,  a bookmobile,  or  a library  in  other  City  and  County  departments 
and  has  responsibility  for  selecting  books  for  the  operation  supervised.  This 
class  is  expected  to  perform  the  more  difficult  and  extensive  reference 
work;  plan  and  conduct  library  programs  to  meet  community  needs;  and 
may  be  assigned  responsibility  for  a special  project  related  to  library  work. 

3634 -Librarian  III 

Under  direction,  performs  difficult  and  responsible  librarian  work; 
supervises  the  operation  of  a large  branch  library  or  department  of  the 

Main  library;  supervises  the  activities  of  subordinate  personnel;  and 
performs  related  duties  as  required.  Responsible  for  interpreting, 
enforcing,  and  carrying  out  assigned  duties  within  the  framework  of 
established  library  policy;  making  regular  contact  with  the  general  public, 
outside  organizations,  and  library  personnel  in  connection  with  library 
activities  and  operations;  and  maintaining  a continued  awareness  of 
current  reading  trends  and  literature.  Differs  from  the  Library  II  dass  in  that 
this  class  supervises  the  operation  of  a large  branch  library  or  a department 
of  the  Main  library,  and  may  also  supervise  a cluster  of  branch  libraries 

This  class  has  responsibility  for  staff  development,  book  selection  in  the 
area  supervised;  performing  difficult,  extensive  and  technical  reference 
work;  and  exercising  initiative,  creativity  and  independent  judgment  in 
developing  programs  of  community  interest. 
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APPENDIX  B:  NET  AVAILABILITY 


Calculation  of  Net  Availability 

Net  Availability  is  the  percent  of  scheduled  time  staff  are  actually  available  to  work,  net  of  paid  and  unpaid 
leave.  City  Performance  has  conducted  numerous  staffing  analyses  for  different  City  agencies  and  generally  finds 
that  City  employees  across  a wide  spectrum  of  job  classifications  are  available  to  work  in  the  range  of  65%  to 
80%  of  their  total  possible  work  time.  Generally,  public  safety  employees  have  lower  Net  Availability  due  to 
higher  likelihood  of  work-related  injuries. 

City  Performance  obtained  payroll  data  from  the  City's  eMerge/PeopleSoft  system  for  the  period  July  6,  2012 
through  November  6,  2015.  A total  of  872  employees  were  included  in  the  dataset.  After  cleaning  the  dataset, 
which  included  removing  all  temporary  as-needed  workers,  779  employees  remained  in  the  dataset.  Figure  1 
provides  a snapshot  of  the  net  availability  by  class. 

Net  Availability  is  calculated  as  follows: 

(Number  of  regular  hours  worked  by  each  employee  within  the  pay  period  range)  / (Number  of  total 
possible  work  hours  each  employee  could  have  worked  given  their  FTE  status  - Total  number  of  paid  legal 
holiday  hours  within  the  pay  period  range) 

Figure  1.  Net  availability  among  classes 


Net  % Full 


Class 

Availability 

Time 

3602-Library  Page 

92% 

6% 

3610-Library  Assistant 

78% 

51% 

3630-Librarian  1 

78% 

66% 

3632-Librarian  2 

78% 

100% 

3616-Library  Technical  Assistant  1 

77% 

68% 

3618-Library  Technical  Assistant  2 

75% 

97% 

3634-Librarian  3 

74% 

100% 

City  Performance  believes  that  Library  Pages  have  the  highest  net  availability  because  94  percent  of  Pages 
are  0.5  FTE  and  thus  are  much  more  likely  to  max  out  their  total  possible  work  hours. 
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APPENDIX  C:  COVERAGE  AND  VACANCY  RATES 


Calculation  of  Coverage  and  Vacancy  Rates 

City  Performance  obtained  A/B  schedule  data  from  the  27  branches  of  the  Library  (Main  does  not  use  the  same 
system  for  managing  coverage  needs,  so  they  were  not  included  in  this  analysis).  Staff  schedules,  position 
vacancies  and  staff  coverage  needs  are  recorded  on  the  A/B  schedules.  City  Performance  received  A/B  schedules 
for  the  time  period  January  2015  through  March  2016  (15  months).  We  received  a total  of  1,600  weekly  A/B 
schedules.  Due  to  the  need  for  extensive  manual  manipulation  of  the  data,  CP  sampled  five  weeks  of  A/B 
schedule  data  to  analyze  each  branch.  Figure  2 is  the  sampling  schedule. 


Figure  2.  Sampling  A/B  Schedule  by  Branch 


Branch 

Jan 

2015 

Feb 

2015 

Mar 

2015 

Apr 

2015 

Jun 

2015 

Jul 

2015 

Aug 

2015 

Sep 

2015 

Oct 

2015 

Nov 

2015 

Dec 

2015 

Jan 

2015 

Feb 

2015 

Mar 

2015 

Golden  Gate  Valley 

X 

X 

X 

X 

Potrero 

X 

X 

X 

X 

X 

North  Beach 

X 

X 

X 

* 

X 

Anza 

X 

X 

X 

X 

X 

Richmond 

X 

X 

X 

X 

X 

Western  Addition 

X 

X 

X 

X 

X 

Bernal  Heights 

X 

X 

X 

X 

X 

Excelsior 

X 

X 

X 

X 

X 

Parkside 

X 

X 

X 

X 

Eureka  Valley 

X 

X 

X 

Mission  Bay 

X 

X 

Chinatown 

X 

X 

X 

Noe  Valley 

X 

X 

X 

Mission 

X 

X 

Portola 

X 

X 

X 

Bayview 

X 

X 

X 

Ocean  View 

X 

X 

Merced 

X 

X 

Marina 

X 

X 

X 

X 

Sunset 

X 

X 

Park 

X 

X 

1 

Presidio 

X 

X 

i - 

Vis  Valley 

X 

X 

1 

Glen  Park 

X 

X 

f . ^ 

West  Portal 

X 

X 

Ingleside 

X 

X 

Ortega 

X 

X 

1 . 
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Definitions: 

X = Total  weekly  labor  hours  = filled  and  unfilled  (vacant)  positions 
Y = Total  weekly  coverage  needs  = total  hours  the  branch  requested  coverage 
Z = Total  weekly  vacancy  hours  = total  hours  of  unfilled  (vacant)  positions 
W = Total  weekly  coverage  hours  received 


Calculations: 

Coverage  rate  = [(Y+Z)-W]/X 
Vacancy  rate  = Z/X 
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APPENDIX  D:  QUALITATIVE  METHODOLOGY 


1)  Interviews  - Among  the  3600  public  services  job  class  series,  12  interviews  were  conducted  with  staff  from 
the  Main  library  and  several  branch  locations.  All  staff  interviewed  participated  on  a volunteer  basis,  where 
each  employee  was  randomly  selected  to  ensure  a broad  representation  from  the  Main  and  branch 
locations.  The  goal  of  the  interviews  was  to  capture  feedback  from  each  of  the  seven  public  services  division 
classes,  with  at  least  one  staff  from  Main  and  one  from  a branch  location. 

Figure  6,  Staff  Interviews  by  Job  Class  and  Location 


lilHH  1 . 1 . 1 il  U 1 d r • 1 i ■ . ) J R 

3602 

Main  -6**’  floor 

3610 

North  Beach 

3610 

Richmond 

3616 

Main  -4*^  floor 

3616 

Excelsior 

3618 

Mission 

3618 

Main  - 5'^  floor 

3630 

Presidio 

3632 

Mission 

3632 

Parkside 

3632 

Main  - 3"^  floor 

3634 

Main  - 4*^  floor 

2)  Job  Shadows  - Twelve  job  shadows  were  conducted  for  six  of  the  3600  job  class  series.  Staff  that 

participated  were  either  previously  interviewed  or  chosen  based  on  random  selection.  The  job  shadows 
comprised  of  observing  staff  and  documenting  time  spent  on  each  task  conducted  during  their  shift 

Figure  7.  Job  Shadows  by  Job  Class  and  Location 


Job  Class 

Location  of  Job  Shadow 

3602 

Main  - 6'^  Floor 

3602 

Chinatown 

3610 

Richmond 

3610 

West  Portal 

3616 

Main  - 4'”  Floor 

3616 

Excelsior 

3618 

Mission 

3618 

Main  - S*”  Floor 

3630 

Presidio 

3630 

Ortega 

3632 

Parkside 

3632 

Main  - 3"*  Floor 

3)  Time  Use  Surveys  - During  a two-week  period  in  February/March  2016,  public  services  division  staff  from 
the  3600  class  series  were  invited  to  participate  in  an  online  survey  that  asked  staff  to  track  the  amount  of 
time  they  spend  doing  different  tasks  on  three  separate  work  days.  Survey  responses  remained  anonymous 
however;  a unique  identifier  was  attached  to  each  response  to  avoid  double  counting.  A total  of  568 
responses  were  collected,  however,  only  541  valid  responses  were  included  in  the  final  analysis.  The  omitted 
27  responses  had  a mix  of  unclear  feedback  and/or  incorrect  time-use  calculations,  as  public  services 
division  staff  in  the  3600  series  can  work  no  more  than  nine  (9)  hours  in  one  shift.  Of  the  usable  responses, 
librarians  represented  the  largest  number  of  participants,  followed  by  Technicians,  Pages,  and  Assistants. 

Figure  8.  Time  Use  Survey  Participation  Totals  by  Job  Class  and  Location 


Job 

Participant 

Staff  Location  ; 

Class 

Total 

Branch 

Main/MOS* 

190/CTS/IT** 

3602 

97 

56 

38 

3 

3610 

52 

25 

16 

11 

3616 

73 

30 

33 

10 

3618 

32 

11 

11 

10 

3630 

191 

102 

71 

18 

3632 

70 

31 

29 

10 

3634 

26 

16 

10 

1 TOTAL=  541 

255 

211 

72 

*MOS  = Mobile  Outreach  Services 
**190/CTS/IT=Technical  Services 


4)  Focus  Groups  - During  March/April  2016,  City  Performance  conducted  four  focus  groups  as  a follow  up  to 
the  time-use  survey.  These  discussions  occurred  after  survey  implementation  to  provide  staff  with  an 
additional  opportunity  to  give  more  detailed  information  about  how  they  spend  their  time.  There  were  a 
total  of  29  participants,  ranging  from  Main  and  branch  locations. 

Figure  9.  Number  and  Location  of  Staff  from  Focus  Groups 


BcIWUlM 

1 

3602  & 3610 

6 

Anza,  Main,  Park,  Parkside,  Richmond 

2 

3616  & 3618 

7 

Excelsior,  Glen  Park,  Main,  Ocean  View,  Richmond 

3 

3630  & 3632 

6 

Bernal  Heights,  Glen  Park,  Main,  Merced,  Potrero 

4 

3630  & 3632 

10 

Main,  Merced,  Ocean  View,  Potrero,  Richmond 
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APPENDIX  E:  PERFORMANCE  PLAN  AND  APPRAISAL  REPORT 

Performance  Plan  and  Appraisal  Report  Template 


This  is  an  example  of  a Performance  Plan  and  Appraisal  Report  (PPAR)  that  is  required  of  all  City  and  County  of 
San  Francisco  employees.  PPARs  serve  as  an  annual  evaluation  of  job  performance  based  on  listed  specific  tasks 
and  vary  by  job  classification.  Figure  12  is  a sample  PPAR  for  the  Librarian  III  class. 

CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

2015-16 

Performance  Plan  and 


Appraisal  Report 
I.  EMPLOYEE  IDENTIFICATION  INFORMATION 


1.  LAST  NAME,  FIRST  NAME,  MIDDLE  INITIAL 

2.  JOB  CODE  NUMBER  AND  TITLE 

3634  Librarian  III. 

**  District  Manager 

3.  STATUS 

S Permanent  (PCS) 

□ Provisional  (TPV) 

□ Permanent  Exempt  (PEX) 

□ Temporary  Exempt  (TEX) 

□ Temporary  Civil  Service  (TCS) 

□ Limrted  Tenure  (Restnded  U*e)  (TLT) 

□ Non  CmI  Sennce  (Reslnded  U»e)  (NCS) 

4.  WORK  LOCATION  & DIVISION 

Chief  of  Branches  Office 

Support  Services  Center 

Branch  Division 

5.  DEPARTMENT 

Public  Library  - 41 

6 REASON  FOR  REPORT 

□ Annual 

□ Dept  Review  Period 

□ Probationary 

□ Unscheduled 

7.  REVIEW  PERIOD 

S PROBATION  START  AND  END  DATE 
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II.  PERFORMANCE  PLAN  - JOB  DESCRIPTION 

REVIEW  OF  DUTIES  & RESPONSIBILITIES  BASED  ON  JOB  DESCRIPTION 


FUNCTIONAUWORKING  TITLE 

District  Manager 

1.  A premier  urban  library 

(Highly  Accessible,  user-centered  destination, 

Safe  & Welcoming  Facilities,  Collections,  Services, 
and  Programs  that  reflect  diversity  and  inclusion) 

Oversees  the  Branch  Managers  \A/ithin  district  in 
supervision  in  the  planning  and  direction  of  assigned 
public  services  and  programs,  including  collection 
development. 

• Conducts  monthly  in  person  1:1  meetings  with 
direct  reports  within  the  assigned  district  to 
discuss  branch,  facilities,  staffing,  and  other 
operation  related  issues. 

• Conducts  weekly  phone  meetings  with  direct 
reports  and  responds  promptly  to  their 
calls/emails  with  requests  for  support,  direction, 
and  coaching. 

• Conducts  quarterly  District  Meetings  to 
facilitate  sharing  of  skills,  information,  and 
knowledge. 

• Encourages  Branch  Managers  to  conduct 
monthly  staff  meetings  and  develop  a strategy 
for  meeting  this  goal. 

• Work  cooperatively  with  branch  service  liaisons 
to  ensure  the  delivery  of  public  service. 

• Brings  training  needs  of  staff  in  District  to 
weekly  District  Manager  meetings  so  that  the 
issues  can  addressed. 

Serves  on  and/or  chairs  division  and  system-wide 
committees  as  representative  of  the  Branch  Division. 

• Shares  information  from  committees  with  the 
Chief  of  Branches  and  District  Managers. 

• Facilitates  connects  between  staff  doing  similar 
work.  Facilitates  resource  sharing  and  process 
improvements. 

• Regularly  attends  Branch  Manager,  System, 
Committee,  and  District  meetings. 

Is  knowledgeable  about  SFPL  committees  and 
organizational  structure  and  shares  that  knowledge 
with  direct  reports. 

Communicates  needs  of  particular  branches  that 
require  additional  support  to  relevant  parties  with  the 
Branch  team.  For  example,  shares  information  about 

COMMENTS: 
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APPENDIX  E:  PERFORMANCE  PLAN  AND  APPRAISAL  REPORT 

Performance  Plan  and  Appraisal  Report  Template 


This  is  an  example  of  a Performance  Plan  and  Appraisal  Report  (PPAR)  that  is  required  of  all  City  and  County  of 
San  Francisco  employees.  PPARs  serve  as  an  annual  evaluation  of  job  performance  based  on  listed  specific  tasks 
and  vary  by  job  classification.  Figure  12  is  a sample  PPAR  for  the  Librarian  III  class. 

CITY  AND  COUNTY  OF  SAN  FRANCISCO 
DEPARTMENT  OF  HUMAN  RESOURCES 

2015-16 

Performance  Plan  and 


Appraisal  Report 
I.  EMPLOYEE  IDENTIFICATION  INFORMATION 


1.  LAST  NAME,  FIRST  NAME,  MIDDLE  INITIAL 

2.  JOB  CODE  NUMBER  AND  TITLE 

3634  Librarian  III, 

**  District  Manager 

3.  STATUS 

S Permanent  (PCS) 

□ Provisional  (TPV) 

□ Permanent  Exempt  (PEX) 

□ Temporary  Exempt  (TEX) 

□ Temporary  Civil  Service  (TCS) 

D Limited  Tenure  (Resfncted  Use)  (TLT) 

□ Non  Civil  Service  (Restncted  Use)  (NCS) 

4.  WORK  LOCATION  & DIVISION 

Chief  of  Branches  Office 

Support  Services  Center 

Branch  Division 

5.  DEPARTMENT 

Public  Library  - 41 

6.  REASON  FOR  REPORT 

□ Annual 

□ Dept  Review  Period 

□ Probationary 

□ Unscheduled 

7.  REVIEW  PERIOD 

8.  PROBATION  START  AND  END  DATE 
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II.  PERFORMANCE  PLAN  - JOB  DESCRIPTION 

REVIEW  OF  DUTIES  & RESPONSIBILITIES  BASED  ON  JOB  DESCRIPTION 


FUNCTIONAL/WORKING  TITLE 

District  Manager 

1.  A premier  urban  library 

(Highly  Accessible,  user-centered  destination, 

Safe  & Welcoming  Facilities,  Collections,  Services, 
and  Programs  that  reflect  diversity  and  inclusion) 

Oversees  the  Branch  Managers  within  district  in 
supervision  in  the  planning  and  direction  of  assigned 
public  services  and  programs,  including  collection 
development. 

• Conducts  monthly  in  person  1:1  meetings  with 
direct  reports  within  the  assigned  district  to 
discuss  branch,  facilities,  staffing,  and  other 
operation  related  issues. 

• Conducts  weekly  phone  meetings  with  direct 
reports  and  responds  promptly  to  their 
calls/emails  with  requests  for  support,  direction, 
and  coaching. 

• Conducts  quarterly  District  Meetings  to 
facilitate  sharing  of  skills,  information,  and 
knowledge. 

• Encourages  Branch  Managers  to  conduct 
monthly  staff  meetings  and  develop  a strategy 
for  meeting  this  goal. 

• Work  cooperatively  with  branch  service  liaisons 
to  ensure  the  delivery  of  public  service. 

• Brings  training  needs  of  staff  in  District  to 
weekly  District  Manager  meetings  so  that  the 
issues  can  addressed. 

Serves  on  and/or  chairs  division  and  system-wide 
committees  as  representative  of  the  Branch  Division. 

• Shares  information  from  committees  with  the 
Chief  of  Branches  and  District  Managers. 

• Facilitates  connects  between  staff  doing  similar 
work.  Facilitates  resource  sharing  and  process 
improvements. 

• Regularly  attends  Branch  Manager,  System, 
Committee,  and  District  meetings. 

Is  knowledgeable  about  SFPL  committees  and 
organizational  structure  and  shares  that  knowledge 
with  direct  reports. 

Communicates  needs  of  particular  branches  that 
require  additional  support  to  relevant  parties  with  the 
Branch  team.  For  example,  shares  information  about 

COMMENTS: 
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an  unfilled  work  order  with  supervisor  and  District 
Manager  coordinating  COB/Facilities  work. 

Participates  in  division  and  system-wide  planning  and 
decision-making  and  assists  in  the  development  and 
implementation  of  SFPL  public  services. 

Takes  effective  action  in  emergency  situations. 

• Is  knowledgeable  of  branch  and  system 
emergency  plans  and  follows  appropriate 
procedures  for  them  in  any  crisis. 

• Promotes  awareness  of  policies  and 
procedures  for  handling  Incidents  and 
emergencies  by  branch  staff. 

• Facilitates  communication  between  branch, 
and  Facilities  staff.  Informs  Chief  and  Public 
Affairs  staff  of  major  incidents  as  appropriate. 

2.  Learning  and  Literacy 

(Supporting  the  New  Literacy,  Early  Literacy,  Digital 
Literacy,  and  Adult  Learning) 

Supports  the  continued  work  of  SFPL  staff  to  develop 
and  implement  programs  and  services  focused  on 
learning  and  literacy. 

• Encourages  participation  in  training 
opportunities  geared  toward  literacy  initiatives 
by  branch  staff. 

• Fosters  an  awareness  of  not  only  print  literacy 
but  digital  literacy,  health  literacy,  financial 
literacy,  and  other  emergent  literacies. 

• Works  with  other  District  Managers  and  with 
direct  reports  to  prioritize  programs  and 
services  provided  for  the  community  to  meet 
literacy  needs. 

• Works  with  direct  reports  to  identify  best  times 
and  days  of  the  week  for  implementing 
programs  at  each  location. 

• Supports  and  coaches  staff  in  district  who 
exhibit  reluctance  or  reticence  to  implement 
librarian-led  programs  for  patrons  of  all  ages. 

• Work  with  Branch  Managers  to  track  delivery  of 
service  to  ensure  that  each  librarian  is  meeting 
his/her  program  goals  each  quarter. 

• Work  within  district  and  branch  division  to 
develop  creative/innovative  methods  of 
delivering  high  quality  literacy-focused 
programs  to  the  community  efficiently  and 
using  existing  resources  and  funding 

COMMENTS: 

3.  Youth  Engagement 

(Everyone  serves  youth.  Summer  Learning, 

School  Support,  Connected  Learning,  and  Digital 
Media) 

COMMENTS: 
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Promote  high-quality,  youth-focused  programs, 
collections,  and  services  at  each  branch  library  in  the 
district. 

Promotes  staff  engagement  in  SPFL-wide  initiatives 
such  as  Summer  Learning. 

Promotes  outreach  to  schools  and  agencies  that  serve 
youth  and  their  families. 

• Works  with  managers  to  ensure  that  staff  are 
able  to  prioritize  visiting  schools  in  the  vicinity 
of  their  branches. 

• Encourages  managers  to  meet  goal  that  each 
child  in  SFUSD  schools  will  have  his/her  own 
library  card. 

• Encourages  both  outreach  and  in-library  visits. 

4.  Digital  Strategy 

(Robust  Technological  Networks;  eLearning; 

Mobile,  virtual,  and  digital  access;  Public  Access 
Computing;  Adaptive  Technology) 

Keeps  aware  of  new  technologies  and  new  trends  in 
libraries. 

Encourages  managers  to  explore  new  technologies 
and  their  potential  use  or  application  in  the  branch 
library  setting. 

Work  collaboratively  with  IT  staff  on  project  such  as 
staff  PC  refreshment,  laptop  lending  kiosks, 
deployment  of  new  IT  resources  (iPads,  Digital 

Signage,  etc.). 

Focuses  on  digital  projects  that  are  executed  in 
conjunction  with  IT  and  planned  in  a scalable  and 
sustainable  manner. 

COMMENTS: 

5.  Partnerships  for  Excellence 
(Community  & Civic  Engagement;  Outreach; 
Partnerships  with  schools,  higher  education,  and 
city  agencies;  Labor  & Management;  Friends  of 
SFPL) 

Read  and  respond  to  phone  calls,  emails,  and  other 
communications  and  correspondence  within  72  hours. 

Inform  supervisor  of  any  neighborhood  or  district  issues 
that  might  have  an  impact  on  Library  service. 

Respond  to  Comment  & Suggestion  forms  in  a timely 
manner. 

Request  support/assistance  from  supervisor  in 

COMMENTS: 
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responding  to  challenging  questions  or  issues  that  arise 
at  the  branch  or  district  level. 

Encourage  partnerships  between  branches  and 
schools,  institutes  of  higher  education,  and  agencies  in 
their  communities. 

Attend  community  meetings  as  a representative  of  the 
Chief  of  Branches  Office  as  needed. 

Work  collaboratively  with  the  Friends  of  SFPL. 

Provide  guidance,  support,  and  tools  to  assist  branches 
in  wisely  spending  and  tracking  the  funds  allocated  to 
them  by  the  Friends. 

Promote  community  engagement  and  involvement 
among  staff  in  the  district. 

6.  Organizational  Excellence 

COMMENTS: 

(Employee  engagement;  Staff  development  & 
training;  Performance  accountability; 

Adaptive  change;  Fiscal  stewardship;  Space 
solutions) 

Manages  personnel  issues  at  assigned  branches  in  a 
timely  and  effective  manner. 

• Addresses  performance  issues  in  a timely 
manner. 

• Works  with  staff  to  resolve  interpersonal 
conflicts. 

• Follows  up  with  staff  regarding  customer 
accolades,  concerns,  or  complaints. 

Manages  work  time  and  duties  efficiently. 

• Sets  an  excellent  standard  for  attendance  and 
punctuality  in  reporting  to  work,  meetings, 
completing  projects,  etc. 

Coordinates  and  participates  in  the  selection, 
placement,  deployment,  training,  and  termination  of 
staff. 

• Meets  with  other  District  Managers  on  a weekly 
to  discuss  vacancies  and  staffing  levels 

• Oversees  coverage  adequate  to  meet  service 
needs  at  branches  by  working  with  managers 
to  fill  vacant  hours  and  short  term  coverage 
needs  by  placing  SubFinder  Jobs  Works  within 
district  to  arrange  coverage  through  the 
deployment  of  district  staff  as  needed 

• Participates  in  application  review  and 
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screening;  reassignment  chats;  and  interview 
panels. 

• Completes  probationary  and  annual  work  plans 
and  performance  appraisals  for  new 
employees  and  direct  reports. 

• Encourages  and  facilitates  staff  participation  in 
training  opportunities  that  will  enhance  public 
service  in  the  Branch  Division. 

Participates  and  collaborates  in  the  planning  and 
scheduling  of  evening  and  weekend  supervision, 
division  vacations  and  coverage  issues. 

• Acts  as  primary  coverage  lead  according 
to  assigned  schedule. 

• Serves  as  ACOB  on  Sundays  on  a 
quarterly  basis. 

• Supports  daily  coverage  staff  when  they 
face  challenging  staffing  situations. 


Supervises  and  evaluates  staff. 

• Meets  with  all  reports  to  establish  annual 
performance  goals  and  develop  strategies  for 
meeting  those  goals. 

• Shares  annual  goals  for  each  direct  report  with 
reviewer  and  revises  goals  with  reports  as 
needed  based  on  feedback. 

• Meets  with  all  reports  regularly  and  discusses 
their  performance  throughout  the  year.  Develop 
with  each  employee  strategies  to  remove 
blocks  to  achieving  their  annual  goals. 

• Meet  with  all  reports  mid-year  to  check  in  on 
progress,  discuss  strategies,  and  revise  goals  if 
necessary.  Signs  and  dates  plan  to  reflect 
meeting  date. 

• Meet  year-end  to  conduct  performance 
appraisals  by  Division  due  date. 

• Apprises  supervisor  of  any  challenges  that 
arise  for  direct  reports,  particularly  those  that 
might  result  in  a direct  report  receiving  a rating 
of  1.  Did  not  meet  job  expectations. 

• Brings  challenging  personnel  matters  to 
supervisor  and  peers  to  develop  strategies  for 
improvement. 

• Coaches  direct  reports  on  their  work 
throughout  the  year  and  provides 
recommendations  on  trainings,  readings,  or 
other  professional  development  tools  that  might 
enable  them  to  be  more  effective  in  their  role. 

• Assists  direct  reports  in  understanding  their 
organizational  relationship  to  staff  at  other 

branches,  other  districts,  and  other  divisions  of 
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the  library.  Promotes  awareness  of 
organizational  goals  and  promotes  cohesion 
within  unit  and  within  SFPL. 

Ensures  that  all  supervisors  within  assigned  district 
complete  performance  appraisals  by  required  due  date. 

• Tracks  performance  appraisals  required  at 
each  location  in  the  district. 

• Reminds  direct  reports  of  important  deadlines 
as  they  approach. 

• Sets  deadlines  for  submittal  of  performance 
appraisals  that  will  provide  sufficient  time  for 
review  and/or  necessary  revision. 

• Provides  support  and  direction  to  direct  reports 
in  writing  performance  appraisals. 

Supports  professional  development  of  managers  and 
staff  in  branches. 

• Identifies  and  recommends  staff  for  training 
based  on  individual  development  needs  and/or 
service  needs  of  the  community. 

• Supports  branch  staff  participation  in  training 
opportunities  by  assisting  with  coverage  and 
staff  scheduling. 

7.  Statement  of  Incompatible  Activities:  Fully  comply 
with  the  department’s  Statement  of  Incompatible 
Activities  as  approved  by  the  Ethics  Commission. 
Compliance  includes,  but  is  not  limited  to:  Restrictions 
on  Incompatible  Activities;  Restrictions  on  Use  of  City 
Resources,  City  Work-Product  and  Prestige;  and 
Prohibition  on  Gifts  for  Assistance  with  City  Services. 

COMMENTS:  To  the  best  of  my  knowledge,  **** 
complies  with  the  Statement  of  Incompatible 

Activities 

8 Use  of  City  and  County  Property  for  Business 
Purposes  Only:  All  City  equipment,  devices,  and 
materials  (i.e.,  photocopier,  telephones,  computers, 
vehicles,  stationery,  fax  machines,  etc.)  must  be  used 
only  for  conducting  City  business. 

COMMENTS:  To  the  best  of  my  knowledge.  **** 
complies  with  the  Use  of  City  and  County  Property 
for  Business  Purposes  Only 

9 DSW  Preparedness:  Take  all  necessary  steps  to 
prepare  yourself  for  an  emergency,  in  your  capacity  as 
a Disaster  Service  Workers;  provide  updated  personal 
contact  information  to  your  department  so  that  you  can 
be  contacted  in  the  event  of  an  emergency;  report  in 
and  respond  promptly  to  instructions  by  the  City  and/or 
your  department  in  the  event  of  an  emergency; 
participate  in  any  drills  or  emergency  exercises  as 
notified,  and  carry  out  disaster-related  work 
assignments  as  required. 

COMMENTS:  To  the  best  of  my  knowledge,  “** 
complies  with  DSW  preparedness  expectations 

10.  DSW  Training:  Complete  DSW  and  Personal 
Preparedness  training.  Complete  NIMS  training  as 
assigned. 

COMMENTS:  has  completed  the  DSW  Training 

as  required 
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III.  PERFORMANCE  PLAN  - KEY  OBJECTIVES 


Departmental  Goal  #1;  Organizational  Excellence 

Goal;  Provide  support,  coaching,  and  strategies  to 
enable  Branch  Managers  to  maintain  smooth  daily 
operations  with  the  branches  in  the  District.  This 
includes:  helping  reports  to  effectively  manage  staffing 
levels,  develop  plans  for  the  delivery  of  programs  and 
services,  and  provide  excellent  service  to  individuals 
and  the  community. 

REVIEW  OF  PERFORMANCE:  During  the  first  half  of 
FY  16,  ****  and  the  other  District  Managers  identified 
staff  scheduling  practices  at  specific  branches  that 
were  not  in  keeping  with  the  COB  Team's 
expectations.  ****  worked  as  a member  of  the  COB 
Team  to  clarify  the  staffing  guidelines  for  staff 

Goal:  Contribute  positively  to  the  team  in  the  Chief  of 
Branches  Office  by  sharing  ideas  and  information, 
thoughtfully  engaging  in  the  problem-solving 
processes,  practicing  active  listening,  and  working 
collaboratively  with  colleagues. 

REVIEW  OF  PERFORMANCE: 

Goal:  Participate  in  projects  to  benchmark  and 
document  the  work  of  the  Chief  of  Branches  Office. 

REVIEW  OF  PERFORMANCE: 

Departmental  Goal  #2:  Service  Excellence 

Goal:  Develop  and  foster  positive  professional 
relationships  and  clear  lines  of  communication 
between  branches,  districts,  and  SFPL  divisions 
through  daily  interactions  and  committee  work  and/or 
through  role  as  department  liaison  or  as  the  chair/  co- 
chair of  a committee,  task  force,  or  work  group. 

REVIEW  OF  PERFORMANCE: 

Goal:  Resolve  issues  with  other  departments.  Chief  of 
Branches  Division  staff,  and  the  patrons  we  serve  in  a 
timely,  professional,  and  effective  manner. 

REVIEW  OF  PERFORMANCE: 

Departmental  Goal  #3: 

Goal:  Initiate,  support,  and  promote  training  and 
professional  development  opportunities  for  staff  within 
the  Branch  Division.  Work  collaboratively  within  SFPL 
to  identify  training  needs  and  develop  training 
solutions. 

REVIEW  OF  PERFORMANCE: 

Goal:  Keep  informed  of  new  technologies  and  trends 
in  libraries  with  a focus  on  promotion  adaptive  change 
within  our  organization.  Participate  in  at  least  four 
conferences,  training  sessions,  webinars,  or  courses  a 
year.  Share  information  learned  with  colleagues  and 
incorporate  it  in  the  work  of  the  Branch  Division. 

1.  Sexual  Harassment  Prevention;  2.  ADA  Basics 

2/5/16 

Anticipated:  1.  eBook  training 

Other? 
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IV.  APPRAISAL  REPORT  SUMMARY 


A.  OVERALL  PERFORMANCE  RATING 

The  appraisal  report  on  overall  performance  should  include  a consideration  of  all  items  in  the  Job  Description, 
Departmental  policies  and  procedures,  and  the  Performance  Plan’s  Key  Objectives  for  the  review  period.  Circle 
the  appropriate  number  on  the  continuum. 


Did  Not  Meet  Expectations 

Met  Expectations 

Exceeded  Expectations 

Performance  of  job  duties  needs 
improvement:  did  not  meet  many 
or  majority  of  objectives. 

Performed  job  duties  competently 
and  effectively;  met  the  objectives. 
(Meets  Competent  and  Effective 
requirement) 

Performed  job  duties  with 
exceptional  competence  and 
effectiveness;  exceeded  the 
objectives. 

1 2 3 

B.  COMMENTS  REGARDING  OVERALL  PERFORMANCE 


C.  EMPLOYEE  GUIDELINES  - PERFORMANCE  PLAN  AND  APPRAISAL 
REPORT 

1 . Employee  should  review  his/her  employee  organization's  Memorandum  of  Understanding  wnth  the  City  and  County  of  San  Franasco  tor 
information  that  may  add  to  or  modify  the  following  list  of  guidelines 

2.  Employee  has  the  right  to  read  the  Performance  Plan  and  Appraisal  Report 

3.  Employee  has  the  right  to  receive  a copy  of  the  Performance  Plan  and  Appraisal  Report 

4 Employee  has  the  right  to  discuss  the  report  with  the  Reporting  Supervisor  or  Manager 

5.  Employee  has  the  right  to  attach  a rebuttal  to  the  Performance  Appraisal  Plan  and  Report  Unless  olhervwse  provided  m the  collecfive 
bargaining  agreement  that  applies  to  the  employee's  Job  Code,  the  rebuttal  must  be  presented  within  5 worlung  days  of  the  report  date 
The  rebuttal  should  only  address  the  items  presented  in  the  report  The  5 days  may  be  extended  at  the  discretion  of  the  Reviewer  for  up 
to  30  days. 

6.  Employee  may  request  a conference,  if  requested,  with  the  Reviewer  (Reporter  s supervisor  or  manager) 
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V.  SIGNATURE  PAGE 


PERFORMANCE  PLAN 

A.  Performance  Plan/Key  Objectives  Sign-Off 


1.  REVIEWER  SIGNATURE 

2.  REVIEW  DATE 

3.  SUPERVISOR  SIGNATURE 

4.  EMPLOYEE  SIGNATURE 

5.  MEETING  DATE 

B.  Mid-Period  Performance  Review  Meeting 

1.  SUPERVISOR  SIGNATURE 

2.  EMPLOYEE  SIGNATURE 

3.  MEETING  DATE 

PERFORMANCE  APPRAISAL  REPORT 

C.  Reviewer’s  Certification 

1 . NAME,  WORK  ADDRESS 

Michael  Lambert 

Main  Library 

100  Larkin  Street 

San  Francisco,  CA  94102 

2.  JOB  CODE  NUMBER  AND  TITLE 

0953  Deputy  Director  III, 

Deputy  City  Librarian 

3.  1 CERTIFY  THAT  1 HAVE  REVIEWED  THIS  REPORT.  (Signature) 

5.  DATE 

D.  Reporting  Supervisor/Manager 

2.  NAME,  WORK  ADDRESS 

Catherine  Delneo 

Chief  of  Branches  Office 

190  9*^  Street 

San  Francisco,  CA  94103 

2.  JOB  CODE  NUMBER  AND  TITLE 

0952  Deputy  Director  II, 

Chief  of  Branches 

3.  DATE  OF  CONFERENCE  WITH  EMPLOYEE 


4.  SIGNATURE 


E.  Employee’s  Statement 


1.  □ I AGREE  WITH  THIS  REPORT. 

□ 1 DO  NOT  AGREE  WITH  THIS  REPORT:  SECT.  NO. 

2.  CONFERENCE  DATE 

□ 1 HAVE  ATTACHED  A REBUTTAL. 

3 SIGNATURE  CERTIFIES  1 HAVE  READ  THE  REPORT 

□ 1 HAVE  ATTACHED  A REBUTTAL  AND  REQUEST  A CONFERENCE  WITH  THE 
REVIEWER. 

□ DECLINED  TO  SIGN  DATE 
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VI.  EXPLANATIONS  OF  SECTIONS 


I.  EMPLOYEE  IDENTIFICATION  INFORMATION  — Basic  information  about  the  employee,  his/her  status,  and 
the  review  period. 

II.  PERFORMANCE  PLAN:  JOB  DESCRIPTION — A list  of  the  duties  and  responsibilities  based  on  the  job 

description.  Comments  may  include  clarification  of  job  description  items,  address  mid-year  progress,  and 
appraise  the  performance  of  the  duties  and  responsibilities.  If  appropriate,  the  job  description  may  be  a 
source  of  Key  Objectives  for  the  review  period. 

III.  PERFORMANCE  PLAN:  KEY  OBJECTIVES  - Most  important  objectives  for  the  review  period  and  comments 

regarding  the  appraisal  of  the  performance  of  the  objectives. 

IV.  APPRAISAL  REPORT  SUMMARY 

A.  Overall  Performance  Rating  — Reporting  Supervisor’s/Manager’s  rating  of  the  employee's  overall 
performance  over  the  appraisal  review  period.  The  purpose  of  the  continuum  line  is  to  give  supervisors  a 
way  to  show  employees  how  the  supervisor  sees  their  overall  performance  across  the  scale. 

B.  Comments  Regarding  Overall  Performance  — Narrative  explanation  of  the  rating  of  overall  performance 
during  the  appraisal  report  review  period. 


♦ Demonstration  of  Dept 


♦ Attendance  And 
Punctuality 


♦ Effectiveness  Of  Working 


values 

♦ Overall  Performance  of 


♦ Quantity  Of  Work 
Performed 


With  Others 

♦ Use  Of  Materials  And 


Job  Description 
♦ Results  of  Performance 


♦ Quality  Of  Work 
Performed 


Equipment 
♦ Safety 


Objectives 

♦ Knowledge  Of  Job 

♦ Employee’s  Strengths 

♦ Achievements 


♦ Adaptability  To  The  Work 
Situation 


♦ Performance  Plans 


In  addition  to  the  areas  above,  the  following  areas  may  be  addressed  for  supervtsors/managers 
♦ Communication  ♦ Planning  ♦ Decision  Making 


♦ Directing  and  Motivating 


♦ Training  and  Developing 


Staff 


Staff 
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C.  Employee  Guidelines  — Guidelines  for  employees  regarding  the  Performance  Plan  and  Appraisal 
Report. 

V.  SIGNATURE  PAGE 

A.  Performance  Plan/Key  Objectives  Sign-Off  — Signatures  of  the  supervisor  and  the  employee,  the  date 
they  met  to  finalize  the  plan,  the  signature  of  the  reviewer,  and  the  date  of  the  review. 

B.  Mid-Period  Performance  Review  Meeting — Signatures  of  the  supervisor  and  the  employee  and  the  date 
they  met  to  review  progress  on  the  plan. 

C.  Reviewer’s  Certification  — Information  regarding  the  reviewer  of  the  report.  This  is  the  person  who 
directly  supervises  the  reporting  supervisor/manager. 

D.  Reporting  Supervisor/Manager  -Information  regarding  the  reviewer  of  the  report.  This  is  the  person  who 
directly  supervises  the  employee’s  performance. 

E.  Employee’s  Statement  - Employee’s  opportunity  to  respond  to  the  PPA  Report  using  a checklist, 
signature  and  date.  Signing  the  report  only  certifies  that  the  employee  has  read  it.  It  does  not  indicate, 
unless  marked,  that  the  employee  agrees  with  the  report. 

VI.  EXPLANATION  OF  SECTIONS  — Basic  information  about  what  should  be  included  in  each  section  of  the 

Performance  Plan  and  Appraisal  Report. 

TOOLS  FOR  COMPLETING  THE  FORM  USING  MICRSOFT  WORD 

1 . The  following  symbol  can  be  copied  over  the  blank  box  when  you  want  to  mark  it  with  a check  S or  0. 

2.  The  following  symbol  can  be  copied  over  the  number  when  you  want  to  mark  it: 

(D  ® d) 


21 


APPENDIX  F:  TIME  USE  SURVEY  QUESTIONNAIRE 

Time  Use  Survey  Questionnaire  by  Class 

The  following  section  includes  each  time  use  survey  questionnaire  that  was  given  to  the  public  services  division 
classes.  Some  questions  overlap,  however,  Part  3.  Time  Use  is  tailored  by  job  class  and  was  created  based  on 
Performance  Plan  Appraisal  Report  (PPAR)  requirements  and  the  input  of  SFPL  management. 

Introduction 

The  Office  of  the  Controller,  City  Services  Auditor  (CSA),  has  been  asked  to  conduct  a staffing  analysis  of  the  San 
Francisco  Public  Library's  (Library)  public  services  divisions.  The  analysis  will  focus  on  seven  job  classifications: 
3602,  3610,  3616,  3618,  3630,  3632,  and  3634  throughout  the  analysis.  The  goal  of  the  analysis  is  to  determine 
the  optimal  staffing  structure  and  allocation  of  these  classifications  across  the  Library's  28  locations. 

A critical  aspect  of  this  analysis  is  collecting  time  use  data  from  library  staff.  We  need  to  better 
understand  how  staff  spend  their  time  and  how  much  time  is  typically  spent  on  those  activities. 
Therefore,  we  are  requesting  staff  to  complete  three  daily  time-use  surveys  on  three  different  days  over 
a two  week  period. 

Taking  this  survey  is  voluntary  and  your  responses  are  anonymous.  Neither  the  Library  nor  CSA  will  be 
able  to  link  responses  to  individuals.  In  order  for  us  to  collect  the  best  data,  we  need  as  many  responses 
from  as  many  staff  members  as  possible,  so  we  greatly  appreciate  your  participation.  The  survey  should 
take  around  20-30  minutes  to  complete.  We  greatly  appreciate  your  assistance!  As  a token  of  our 
gratitude,  each  completed  survey  will  be  entered  to  win  a $25  gifi  card  (pending  approval)  If  you  have 
any  questions,  please  contact  Catherine  Omalev  at  415-554-7524  or  catherine.omalev(S)sfgov.org 

Instructions 

1)  You  will  receive  the  survey  on  the  morning  of  each  survey  date. 

2)  Please  complete  the  survey  at  the  end  of  that  day.  This  will  make  it  easier  to  remember 
approximately  how  much  time  you  spent  on  each  activity  throughout  the  day.  It  might  be 
helpful  to  keep  general  track  your  time  throughout  the  day. 

3)  The  survey  tool  will  automatically  calculate  the  total  hours  and  minutes  you  enter.  If  the  total 
does  not  look  correct,  please  adjust  your  entries  to  arrive  at  the  correct  total  time.  For  example, 
if  your  total  hours  should  be  8.5  hours  including  lunch,  but  the  survey  calculates  8.25  hours, 
please  adjust  your  entries  as  needed. 

4)  We  understand  that  it  is  very  difficult  to  keep  track  of  the  exact  number  of  hours  and  minutes 
you  spend  on  each  activity.  Therefore,  we  ask  that  you  estimate  as  best  as  possible 
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[ 3602  - Library  Pag^ 


PART  1 - BACKGROUND  QUESTIONS 

1)  Is  your  job  classification  3602  - Library  Page? 

a.  Yes 

b.  No  (if  no,  they  will  be  directed  to  a message  saying  this  survey  is  only  for  3602) 

2)  For  which  work  day  are  you  completing  this  survey?  (Drop  down  menu  of  the  three  dates) 

3)  How  many  years  and  months  have  you  been  employed  with  the  City  as  a 3602-Library  Page?  (two  data 
entry  fields  - one  for  years  and  one  for  months) 

4)  What  is  your  standard  work  schedule?  (Drop-down  menu) 

a.  Full-time  (1.0  FTE) 

b.  Part-time  (0.5  FTE) 

c.  Other  (please  specify) 

5)  What  is  your  usual  job  site?  (drop-down  menu) 

a.  Branch 

b.  Main 

c.  Mobile  Outreach  Services 

d.  Other  (please  specify) 

6)  If  you  work  in  the  Branches,  which  library  district  do  you  work  in?  (drop-down  menu) 

a.  Southeast  District 

b.  Southwest  District 

c.  Northeast  District 

d.  Northwest  District 

e.  I don't  know 

7)  Was  today  a fairly  typical  day  with  respect  to  how  you  spent  your  time?  Drop  down  menu. 

a.  Today  was  fairly  typical  of  my  usual  work  days 

b.  Today  was  unusually  busy  because  we  did  not  have  the  usual  amount  of  staff 

c.  Today  was  unusually  busy  for  reasons  other  than  staffing 

d.  Today  was  unusually  slow  (for  any  reason) 

e.  Other  (please  specify  in  comment  box) 

PART  2.  ONE-TIME  QUESTIONS 

If  you  already  answered  these  questions  in  a previous  survey,  you  can  skip  them! 

1)  How  has  your  job  changed  since  you  started  working  in  your  position?  (short  answer) 

2)  Overall,  how  do  you  feel  about  how  your  job  has  changed  since  you  started  in  your  current  position? 

a.  Neutral 

b.  Positive 

c.  Negative 

3)  Do  you  feel  you  receive  adequate  training  to  keep  up  with  changes  in  your  job? 
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a.  Yes 

b.  No 

c.  I don't  know 

d.  Other  (please  specify) 

4)  How  accurately  does  your  job  description  reflect  your  current  work  and  responsibilities? 

a.  Very  accurately 

b.  Somewhat  accurately 

C.  Neither  accurately  nor  inaccurately 

d.  Somewhat  inaccurately 

e.  Very  inaccurately 

f.  I don't  know  or  I'm  not  sure 

PART  3.  TIME  USE 
Instructions 

• Please  estimate  how  many  hours  and  minutes  you  spent  on  each  of  the  following  activities 
today. 

• The  total  should  add  up  to  what  you  believe  is  the  correct  number.  If  the  total  does  not  look 
correct,  please  adjust  your  entries  until  the  total  field  displays  what  you  believe  is  the  correct 
number. 

• If  you  did  not  spend  any  time  on  a particular  activity,  please  leave  it  blank. 

• If  there  are  activities  you  have  completed  that  you  do  not  see  listed  below,  please  provide  that 
information  under  E.  Other  Activities. 

• If  you  have  any  questions  or  difficulties,  please  contact  Catherine  Omalev  at  415-554-7524 


A.  HANDLING  BOOKS  AND  OTHER  PHYSICAL  MATERIALS 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Locate  and  deliver  books  requested  by  library  patrons 

(2)  Pick  up  and  return  books/materials  to  proper  locations 

(3)  Sort  books/materials  or  return  books/materials  to  proper 
shelves 

(4)  Transport  books/materials  between  different  departments 
within  the  library 

(5)  Pack  books  for  mailing,  redistributing,  repairing,  or 
discarding 

B.  ADMINISTRATIVE  AND/OR  CLERICAL 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Assist  with  opening  and/or  closing  the  branch  or 
department 

(2)  Deliver  inter-departmental  communications 
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C.  PUBLIC  SERVICE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Provide  general  assistance  to  library  patrons  at  a service 
desk 

(2)  Provide  general  assistance  to  library  patrons  on  the  library 
floor 

(3)  Assist  library  patrons  with  technology  issues  such  as  using 
computers,  self  check-out  kiosks,  copy  machines,  printers, 
or  other  technology 

(4)  Provide  general  assistance  to  library  patrons  by  phone, 
email  or  other  electronic  means 

D.  BREAKS,  LEAVE  AND  EXTRA  HOURS 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Lunch  and  breaks 

(2)  Paid  leave  (sick,  vacation,  etc.) 

(3)  Unpaid  leave 

(4)  Extra  hours 

E.  OTHER  ACTIVITIES  (please  enter  up  to  three  other  main  activities  not  already  covered) 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1) 

(2) 

(3) 
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I 3610  - Library  Assistant 


PART  1.  BACKGROUND  QUESTIONS 

1)  Is  your  job  classification  3610  - Library  Assistant? 

a.  Yes 

b.  No  (if  no,  they  will  be  directed  to  a message  saying  this  survey  is  only  for  3610) 

2)  For  which  work  day  are  you  completing  this  survey?  (Drop  down  menu  of  the  three  dates) 

3)  How  many  years  and  months  have  you  been  employed  with  the  City  as  a 3610-Library  Assistant?  (two 
data  entry  fields  - one  for  years  and  one  for  months) 

4)  What  is  your  standard  work  schedule?  (Drop-down  menu) 

a.  Full-time  (1.0  FTE) 

b.  Part-time  (0.5  FTE) 

c.  Other  (please  specify) 

5)  What  is  your  usual  job  site?  (drop-down  menu) 

a.  Branch 

b.  Main 

c.  Mobile  Outreach  Services 

d.  Other  (please  specify) 

6)  If  you  work  in  the  Branches,  which  library  district  do  you  work  in?  (drop-down  menu) 

a.  Southeast  District 

b.  Southwest  District 

c.  Northeast  District 

d.  Northwest  District 

e.  I don't  know 

7)  Was  today  a fairly  typical  day  with  respect  to  how  you  spent  your  time?  Drop  down  menu. 

a.  Today  was  fairly  typical  of  my  usual  work  days 

b.  Today  was  unusually  busy  because  we  didn't  have  the  usual  amount  of  staff 

c.  Today  was  unusually  busy  for  any  reason  other  than  staffing 

d.  Today  was  unusually  slow  because  of  any  reason 

e.  Other  (please  specify  in  comment  box) 

PART  2.  ONE-TIME  QUESTIONS 

Note:  If  you  already  answered  these  questions  in  a previous  survey,  you  can  skip  themi 

1)  How  has  your  job  changed  since  you  started  working  in  your  position?  (short  answer) 

2)  Overall,  how  do  you  feel  about  how  your  job  has  changed  since  you  started  in  your  current  position? 

a.  Neutral 

b.  Positive 

c.  Negative 

3)  Do  you  generally  feel  that  you  receive  adequate  training  to  keep  up  with  changes  in  your  |ob? 
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a.  Yes 

b.  No 

c.  I don't  know 

d.  Other  (please  specify) 

4)  How  accurately  does  your  job  description  reflect  your  current  work  and  responsibilities? 

a.  Very  accurately 

b.  Somewhat  accurately 

c.  Neither  accurately  nor  inaccurately 

d.  Somewhat  inaccurately 

e.  Very  inaccurately 

f.  I don't  know  or  I'm  not  sure 

PART  3.  TIME  USE 
Instructions 

• Please  estimate  how  many  hours  and  minutes  you  spent  on  each  of  the  following  activities  today. 

• The  total  should  add  up  to  what  you  believe  is  the  correct  number.  If  the  total  does  not  look  correct, 
please  adjust  your  entries  until  the  total  field  displays  what  you  believe  is  the  correct  number. 

• If  you  did  not  spend  any  time  on  a particular  activity,  please  leave  it  blank. 

• If  there  are  activities  you  have  completed  that  you  do  not  see  listed  below,  please  provide  that 
information  under  E.  Other  Activities. 

• If  you  have  any  questions  or  difficulties,  please  contact  Catherine  Omalev  at  415-554-7524 
A.  HANDLING  BOOKS  AND  OTHER  PHYSICAL  MATERIALS 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(6)  Charge  and  discharge  books  and/or  other  materials 

(7)  Count  daily  circulation  and/or  assist  with  compiling  monthly 
circulation  report 

(8)  Locate  and  deliver  books  requested  by  library  patrons 

(9)  Pick  up  and  return  books/materials  to  proper  locations 

(10)  Sort  books/materials  and/or  Return  them  to  proper  shelves 

(11)  Transport  books/materials  between  different  departments 
within  the  library 

(12)  Pack  books  for  mailing,  redistributing,  repairing,  or 
discarding 

B.  ADMINISTRATIVE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(3)  Assist  with  opening  and/or  closing  the  branch  or 
department 

(4)  Process  applications  for  library  cards 

(5)  Receive  and/or  record  fines 
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[ (6)  Type  notices,  cards,  records  or  other  reports,  and/or  filing  | 


C.  PUBLIC  SERVICE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(5)  Assist  library  patrons  or  others  in  person  with  books  or 
other  physical  materials 

(6)  Assist  library  patrons  in  person  with  technology  issues  such 
as  using  computers,  seif  check-out  kiosks,  printers  or  other 
technology 

(7)  Assist  library  patrons  or  others  by  phone  email  or  other 
electronic  means 

D.  BREAKS  AND  LEAVE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(5)  Lunch  and  breaks 

(6)  Paid  leave  (sick,  vacation,  etc.) 

(7)  Unpaid  leave 

E.  OTHER  ACTIVITIES  (if  needed,  please  enter  up  to  3 other  main  categories  of  activities  not  already 
covered) 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(4) 

(5) 

(6) 
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3616  - Library  Technical  Assistant  I 


PART  1.  BACKGROUND  QUESTIONS 

1)  Is  your  job  classification  3616  - Library  Technical  Assistant  I? 

a.  Yes 

b.  No  (if  no,  they  will  be  directed  to  a message  saying  this  survey  is  only  for  3616) 

2)  For  which  work  day  are  you  completing  this  survey?  (Drop  down  menu  of  the  three  dates) 

3)  How  many  years  and  months  have  you  been  employed  with  the  City  as  a 3616-Library  Technical 
Assistant  I?  (two  data  entry  fields  - one  for  years  and  one  for  months) 

4)  What  is  your  standard  work  schedule?  (Drop-down  menu) 

a.  Full-time  (1.0  FTE) 

b.  Part-time  (0.5  FTE) 

c.  Other  (please  specify) 

5)  What  is  your  usual  job  site?  (drop-down  menu) 

a.  Branch 

b.  Main 

c.  Mobile  Outreach  Services 

d.  Other  (please  specify) 

6)  If  you  work  in  the  Branches,  which  library  district  do  you  work  in?  (drop-down  menu) 

a.  Southeast  District 

b.  Southwest  District 

c.  Northeast  District 

d.  Northwest  District 

e.  I don't  know 

7)  Was  today  a fairly  typical  day  with  respect  to  how  you  spent  your  time?  Drop  down  menu  -select  one. 

a.  Today  was  more  or  less  typical  of  my  usual  work  days 

b.  Today  was  unusually  busy  because  we  didn't  have  the  usual  number  of  staff 

c.  Today  was  unusually  busy  for  any  reason  other  than  staffing 

d.  Today  was  unusually  slow  for  any  reason 

e.  Other  (please  specify  in  comment  box) 

PART  2.  ONE-TIME  QUESTIONS 

If  you  already  answered  these  questions  in  a previous  survey,  you  can  skip  them! 

1)  How  has  your  job  changed  since  you  started  working  in  your  position?  (short  answer) 

2)  Overall,  how  do  you  feel  about  how  your  job  has  changed  since  you  started  in  your  current  position? 

a.  Neutral 

b.  Positive 

c.  Negative 

3)  Do  you  feel  you  receive  adequate  training  to  keep  up  with  changes  in  your  job? 

a.  Yes 

b.  No 
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c.  I don't  know 

d.  Other  (please  specify) 

4)  How  accurately  does  your  job  description  reflect  your  current  work  and  responsibilities?  Choose  one 
only. 

a.  Very  accurately 

b.  Somewhat  accurately 

c.  Neither  accurately  nor  inaccurately 

d.  Somewhat  inaccurately 

e.  Very  inaccurately 

f.  I don't  know  or  I'm  not  sure 

PART  3.  TIME  USE 
Instructions 

• Please  estimate  how  many  hours  and  minutes  you  spent  on  each  of  the  following  activities  today.  If 
you  did  not  spend  any  time  on  a particular  activity,  please  leave  it  blank. 

• The  total  should  add  up  to  the  total  number  of  hours  and  minutes  you  worked  today  including 
breaks  and  leave.  If  the  total  does  not  look  correct,  please  adjust  your  entries  until  the  total  field 
displays  what  you  believe  is  the  correct  number. 

• If  you  did  not  spend  any  time  on  a particular  activity,  please  leave  it  blank. 

• If  there  are  activities  you  have  completed  that  you  do  not  see  listed  below,  please  provide  that 
information  under  G.  Other  Activities. 

• If  you  have  any  questions,  please  contact  Catherine  Omalev  at  415-554-7524 


A.  STAFFING  & TRAINING 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Provide  guidance,  support  and/or  supervision  to  clerical  or 
other  support  staff 

(2)  Work  on  developing  or  delivering  training  for  staff 

B.  HANDLING  BOOKS  AND  OTHER  PHYSICAL  MATERIALS 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Locate  and  deliver  books  requested  by  library  patrons 

(2)  Pick  up  and  return  books/materials  to  proper  locations 

(3)  Sort  books/materials,  return  books/materials  to  proper 
shelves 

(4)  Transport  books/materials  between  different  departments 
within  the  library 

(5)  Pack  books  for  mailing,  redistributing,  repairing,  or 
discarding 
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C.  LOCATION  OPERATIONS 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Assist  with  opening  and/or  closing  the  branch  or  department 

(2)  Maintain  order  and  organization  (i.e.  check  selves  for  proper 
placement  of  books;  inventorying  collections,  check  books  for 
repair) 

(3)  Assist  in  preparing  exhibit,  display  or  other  publicity 

(4)  Troubleshoot  technical  issues  with  website,  intranet  or  other 
electronic  systems 

D.  ADMINISTRATIVE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Process  orders  or  overdue  accounts,  process  requests  for 
library  material 

(2)  Process  library  application  cards,  handling  or  processing 
money 

(3)  Catalog  materials,  assign  Cutter  numbers  or  enter  new  serials 

(4)  Filing  and/or  record  keeping 

(5)  Communicate  with  vendors  and/or  publishers 

(6)  Search  for  library  materials  using  bibliographies,  files,  records 
or  other  sources 

E.  PUBLIC  SERVICE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Provide  general  assistance  to  library  patrons  in  person 

(2) 

(3)  Provide  general  assistance  to  library  patrons  or  others  by 
phone,  email  or  other  electronic  means 

(4)  Drive  and/or  work  in  a bookmobile 

F.  BREAKS  AND  LEAVE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Lunch 

(2)  Breaks 

(3)  Paid  leave  (sick,  vacation,  etc.) 

(4)  Unpaid  leave 

G.  OTHER  ACTIVITIES  (if  needed,  please  enter  up  to  3 other  main  categories  of  activities  not  already 
covered) 


TASK  OR  ACTIVITY 


HOURS 


MINUTES 
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(1) 

(2) 

(3) 
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3618  - Technical  Assistant  II 


PART  1.  BACKGROUND  QUESTIONS 

1)  Is  your  job  classification  3618  - Library  Technical  Assistant  II? 

a.  Yes 

b.  No  (if  no,  they  will  be  directed  to  a message  saying  this  survey  is  only  for  3618) 

2)  For  which  work  day  are  you  completing  this  survey?  (Drop  down  menu  of  the  three  dates) 

3)  How  many  years  and  months  have  you  been  employed  with  the  City  as  a 3618-Library  Technical 
Assistant  II?  (two  data  entry  fields  - one  for  years  and  one  for  months) 

4)  What  is  your  standard  work  schedule?  (Drop-down  menu) 

a.  Full-time  (1.0  FTE) 

b.  Part-time  (0.5  FTE) 

c.  Other  (please  specify) 

5)  What  is  your  usual  job  site?  (drop-down  menu) 

a.  Branch 

b.  Main 

c.  Mobile  Outreach  Services 

d.  Other  (please  specify) 

6)  If  you  work  in  the  Branches,  which  library  district  do  you  work  in?  (drop-down  menu) 

a.  Southeast  District 

b.  Southwest  District 

c.  Northeast  District 

d.  Northwest  District 

e.  I don't  know 

7)  Was  today  a fairly  typical  day  with  respect  to  how  you  spent  your  time?  Drop  down  menu  -select  one. 

a.  Today  was  more  or  less  typical  of  my  usual  work  days 

b.  Today  was  unusually  busy  because  we  didn't  have  the  usual  number  of  staff 

c.  Today  was  unusually  busy  for  any  reason  other  than  staffing 

d.  Today  was  unusually  slow  for  any  reason 

e.  Other  (please  specify  in  comment  box) 

PART  2.  ONE-TIME  QUESTIONS 

If  you  already  answered  these  questions  in  a previous  survey,  you  can  skip  them! 

1)  How  has  your  job  changed  since  you  started  working  in  your  position?  (short  answer) 

2)  Overall,  how  do  you  feel  about  how  your  job  has  changed  since  you  started  in  your  current  position? 

a.  Neutral 

b.  Positive 

c.  Negative 

3)  Do  you  feel  you  receive  adequate  training  to  keep  up  with  changes  in  your  job? 
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a.  Yes 

b.  No 

c.  I don't  know 

d.  Other  (please  specify) 

4)  How  accurately  does  your  job  description  accurately  reflect  your  current  work  and  responsibilities? 
Choose  one  only. 

a.  Very  accurately 

b.  Somewhat  accurately 

c.  Neither  accurately  nor  inaccurately 

d.  Somewhat  inaccurately 

e.  Very  inaccurately 

f.  I don't  know  or  I'm  not  sure 

PART  3.  TIME  USE 
Instructions 

• Please  estimate  how  many  hours  and  minutes  you  spent  on  each  of  the  following  activities  today.  If  you 
did  not  spend  any  time  on  a particular  activity,  please  leave  it  blank. 

• The  total  should  add  up  to  the  total  number  of  hours  and  minutes  you  worked  today  including  breaks 
and  leave.  If  the  total  does  not  look  correct,  please  adjust  your  entries  until  the  total  field  displays  what 
you  believe  is  the  correct  number. 

• If  you  did  not  spend  any  time  on  a particular  activity,  please  leave  it  blank. 

• If  there  are  activities  you  have  completed  that  you  do  not  see  listed  below,  please  provide  that 
information  under  F.  Other  Activities. 

• If  you  have  any  questions,  please  contact  Catherine  Omalev  at  415-554-7524 

A.  SUPERVISION  & TRAINING 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Provide  guidance,  support  and/or  supervision  to  clerical  or 
other  support  staff 

(2)  Work  on  developing  or  delivering  training  for  staff 

(3)  Develop  and  monitor  paraprofessional  staff  work  plans, 

prepare  performance  appraisals  and  provide  feedback  through 
performance  discussions  with  subordinate  personnel 

B.  LOCATION  OPERATIONS 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Assist  with  opening  and/or  closing  the  branch  or  department 

(2)  Maintain  order  and  organization  (i.e.  check  selves  for  proper 
placement  of  books;  inventorying  collections,  check  books  for 
repair) 
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(3)  Assist  in  preparing  exhibit,  display  or  other  publicity 

(4)  Troubleshoot  technical  issues  with  website,  intranet  or  other 
electronic  systems 

C.  ADMINISTRATIVE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Process  orders  or  overdue  accounts,  process  requests  for 
library  material 

(2)  Process  library  application  cards,  handling  or  processing 
money 

(3)  Catalog  materials,  assign  Cutter  numbers  or  enter  new  serials 

(4)  Filing  and/or  record  keeping 

(5)  Communicate  with  vendors  and/or  publishers 

(6)  Search  for  library  materials  using  bibliographies,  files,  records 
or  other  sources 

D.  PUBLIC  SERVICE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Provide  general  assistance  to  library  patrons  in  person 

(2)  Assist  library  patrons  with  technology  issues  such  as  using 
computers,  self  check-out  kiosks,  copy  machines,  printers,  or 
other  technology 

(3)  Provide  general  assistance  to  library  patrons  or  others  by 
phone,  email  or  other  electronic  means 

(4)  Drive  and/or  work  in  a bookmobile 

E.  BREAKS  AND  LEAVE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Lunch  and  Breaks 

(2)  Breaks 

(3)  Paid  leave  (sick,  vacation,  etc.) 

(4)  Unpaid  leave 

F.  OTHER  ACTIVITIES  (if  needed,  please  enter  up  to  3 other  main  categories  of  activities  not  already 
covered) 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1) 

(2) 

(3) 
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3630  - Librarian  I 


PART  1.  BACKGROUND  QUESTIONS 

1)  Is  your  job  classification  3630  - Librarian  I? 

a.  Yes 

b.  No  (if  no,  they  will  be  directed  to  a message  saying  this  survey  is  only  for  3630) 

2)  For  which  work  day  are  you  completing  this  survey?  (Drop  down  menu  of  the  three  dates) 

3)  How  many  years  and  months  have  you  been  employed  with  the  City  as  a 3630-Librarian  I?  (two  data 
entry  fields  - one  for  years  and  one  for  months) 

4)  What  is  your  standard  work  schedule?  (Drop-down  menu) 

a.  Full-time  (1.0  FTE) 

b.  Part-time  (0.5  FTE) 

c.  Other  (please  specify) 

5)  What  is  your  usual  job  site?  (drop-down  menu) 

a.  Branch 

b.  Main 

c.  Mobile  Outreach  Services 

d.  Other  (please  specify) 

6)  If  you  work  in  the  Branches,  which  library  district  do  you  work  in?  (drop-down  menu) 

a.  Southeast  District 

b.  Southwest  District 

c.  Northeast  District 

d.  Northwest  District 

e.  I don't  know 

7)  Was  today  a fairly  typical  day  with  respect  to  how  you  spent  your  time?  Drop  down  menu  - select  one. 

a.  Today  was  more  or  less  typical  of  my  usual  work  days 

b.  Today  was  unusually  busy  because  we  did  not  have  the  usual  number  of  staff 

c.  Today  was  unusually  busy  for  a reason  not  related  to  staffing 

d.  Today  was  unusually  slow  (for  any  reason) 

e.  Other  (please  specify  in  comment  box) 

PART  2.  ONE-TIME  QUESTIONS 

If  you  already  answered  these  questions  in  a previous  survey,  you  can  skip  them! 

1)  How  has  your  job  changed  since  you  started  working  in  your  position?  (short  answer) 

2)  Overall,  how  do  you  feel  about  how  your  job  has  changed  since  you  started  in  your  current  position? 

a.  Neutral 

b.  Positive 

c.  Negative 

3)  Do  you  feel  you  receive  adequate  training  to  keep  up  with  changes  in  your  job? 

a.  Yes 

b.  No 
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c.  I don't  know 

d.  Other  (please  specify) 

4)  How  accurately  does  your  job  description  accurately  reflea  your  current  work  and  responsibilities? 
Choose  one  only. 

a.  Very  accurately 

b.  Somewhat  accurately 

c.  Neither  accurately  nor  inaccurately 

d.  Somewhat  inaccurately 

e.  Very  inaccurately 

f.  I don't  know  or  I'm  not  sure 

PART  3.  TIME  USE 
Instructions 

• Please  estimate  how  many  hours  and  minutes  you  spent  on  each  of  the  following  aaivities  today.  If 
you  did  not  spend  any  time  on  a particular  aaivity,  please  leave  it  blank. 

• The  total  should  add  up  to  the  total  number  of  hours  and  minutes  you  worked  today  including 
breaks  and  leave.  If  the  total  does  not  look  correa,  please  adjust  your  entries  until  the  total  field 
displays  what  you  believe  is  the  correct  number. 

• If  you  did  not  spend  any  time  on  a particular  activity,  please  leave  it  blank. 

• If  there  are  activities  you  have  completed  that  you  do  not  see  listed  below,  please  provide  that 
information  under  F.  Other  Activities. 

• If  you  have  any  questions,  please  contaa  Catherine  Omalev  at  415-554-7524 
A.  PUBLIC  SERVICE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Provide  general  assistance  to  library  patrons  in  person, 
perform  readers  advisory  duties,  making  recommendations 
for  books,  movies,  and  music  for  library  patrons 

(2)  Assist  library  patrons  with  technology  issues  such  as  using 
computers,  self  check-out  kiosks,  copy  machines,  printers,  or 
other  technology 

(3)  Provide  general  assistance  to  library  patrons  or  others  by 
phone  , email,  or  other  electronic  means 

(4)  Drive  and/or  work  in  a bookmobile 

B.  REFERENCE  AND  COLLECTIONS  WORK 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Conduct  research;  prepare  bibliographies,  book  lists  or  other 
information  from  research 

(2)  Maintain  colleaions  by  running  reports  in  Sierra  and/or 
Colleaion  HQ,  shifting,  and  deaccessioning  materials 
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(3)  Perform  collection  development  duties  including  selection  of 
new  materials,  suggestions  for  purchase  and  replacement 
orders 

(4)  Merchandize  library  collections  through  targeted  displays 

(5)  Serve  on  internal  committees  and  task  force  work  groups 

C.  ADMINISTRATIVE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Assist  with  opening  and/or  closing  the  branch  or  department 

(2)  Write  reports  or  correspondence 

(3)  Filing  and/or  record  keeping 

(4)  Maintain  general  order  and  tidiness  in  the  Library 

(5)  Supervise  other  staff;  serve  as  manager  on  duty  in  the  absence 
of  3632  Librarian  II 

D.  PROGRAM  WORK 


TASK  OR  ACTIVITY 

HOURS 

MINUTES  i 

(1)  Plan  or  develop  adult,  young  adult  or  children's  programs 

! 

(2)  Implement  adult,  young  adult  or  children's  programs 

(3)  Conduct  outreach  and/or  work  with  community  groups 

(4)  Assist  with  developing  or  installing  displays  or  exhibits 

E.  BREAKS  AND  LEAVE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Lunch 

(2)  Breaks 

(3)  Paid  leave  (sick,  vacation,  etc.) 

(4)  Unpaid  leave 

F.  OTHER  ACTIVITIES  (if  needed,  please  enter  up  to  3 other  main  categories  of  activities  not  already 
covered) 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1) 

(2) 

(3) 
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I 3632  - Librarian  II 

PART  1.  BACKGROUND  QUESTIONS 

1)  Is  your  job  classification  3632  - Librarian  II? 

a.  Yes 

b.  No  (if  no,  they  will  be  directed  to  a message  saying  this  survey  is  only  for  3632) 

2)  For  which  work  day  are  you  completing  this  survey?  (Drop  down  menu  of  the  three  dates) 

3)  How  many  years  and  months  have  you  been  employed  with  the  City  as  a 3632-Librarian  II?  (two  data 
entry  fields  - one  for  years  and  one  for  months) 

4)  What  is  your  standard  work  schedule?  (Drop-down  menu) 

a.  Full-time  (1.0  FTE) 

b.  Part-time  (0.5  FTE) 

c.  Other  (please  specify) 

5)  What  is  your  usual  job  site?  (drop-down  menu) 

a.  Branch 

b.  Main 

c.  Mobile  Outreach  Services 

d.  Other  (please  specify) 

6)  If  you  work  in  the  Branches,  which  library  district  do  you  work  in?  (drop-down  menu) 

a.  Southeast  District 

b.  Southwest  District 

c.  Northeast  District 

d.  Northwest  District 

e.  I don't  know 

7)  Was  today  a fairly  typical  day  with  respect  to  how  you  spent  your  time?  Drop  down  menu  -select  one. 

a.  Today  was  more  or  less  typical  of  my  usual  work  days 

b.  Today  was  unusually  busy  because  we  did  not  have  the  usual  number  of  staff 

c.  Today  was  unusually  busy  for  a reason  other  than  staffing 

d.  Today  was  unusually  slow  (for  any  reason) 

e.  Other  (please  specify  in  comment  box) 

PART  2.  ONE-TIME  QUESTIONS 

If  you  already  answered  these  questions  in  a previous  survey,  you  can  skip  them! 

1)  How  has  your  job  changed  since  you  started  working  in  your  position?  (short  answer) 

2)  Overall,  how  do  you  feel  about  how  your  job  has  changed  since  you  started  in  your  current  position? 

a.  Neutral 

b.  Positive 

c.  Negative 

3)  Do  you  feel  you  receive  adequate  training  to  keep  up  with  changes  in  your  |ob? 

a.  Yes 

b.  No 
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c.  I don't  know 

d.  Other  (please  specify) 

4)  How  accurately  does  your  job  description  accurately  reflect  your  current  work  and  responsibilities? 
Choose  one  only. 

a.  Very  accurately 

b.  Somewhat  accurately 

c.  Neither  accurately  or  inaccurately 

d.  Somewhat  inaccurately 

e.  Very  inaccurately 

f.  I don't  know  or  I'm  not  sure 

PART  3.  TIME  USE 
Instructions 

• Please  estimate  how  many  hours  and  minutes  you  spent  on  each  of  the  following  activities  today.  If 
you  did  not  spend  any  time  on  a particular  activity,  please  leave  it  blank. 

• The  total  should  add  up  to  the  total  number  of  hours  and  minutes  you  worked  today  including 
breaks  and  leave.  If  the  total  does  not  look  correct,  please  adjust  your  entries  until  the  total  field 
displays  what  you  believe  is  the  correct  number. 

• If  you  did  not  spend  any  time  on  a particular  activity,  please  leave  it  blank. 

• If  there  are  activities  you  have  completed  that  you  do  not  see  listed  below,  please  provide  that 
information  under  G.  Other  Activities. 

• If  you  have  any  questions,  please  contact  Catherine  Omalev  at  415-554-7524 
A.  SUPERVISION  AND  TRAINING 


TASK  OR  AaiVITY 

HOURS 

MINUTES  1 

(1)  Supervise  and  review  the  activities  of  subordinate  personnel, 
assists  subordinate  personnel  in  resolving  questions  and 
problems  related  to  library  activities 

I 

(2)  Participate  in  library  recruitment  processes  including 
interviewing  applicants  for  supportive  positions 

(3)  Work  on  developing  or  delivering  training  for  staff 

(4)  Develop  and  monitor  staff  work  plans,  prepare  performance 
appraisals  and  provide  feedback  though  performance 
discussions  with  subordinate  personnel 

B.  PUBLIC  SERVICE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Provide  general  assistance  to  library  patrons  in  person 

(2)  Assist  library  patrons  with  technology  issues  such  as  using 
computers,  self  check-out  kiosks,  copy  machines,  printers,  or 
other  technology 

(3)  Provide  general  assistance  to  library  patrons  or  others  by 
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phone,  email,  or  other  electronic  means 

(4)  Drive  and/or  work  in  a bookmobile 

C.  REFERENCE  AND  COLLECTIONS  WORK 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Conduct  research;  prepare  bibliographies,  book  lists  or  other 
information  from  research 

(2)  Maintain  collections  by  running  reports  in  Sierra  and/or 
Collection  HQ,  shifting,  and  deaccessioning  materials 

(3)  Perform  collection  development  duties  including  selection  of 
new  materials,  suggestions  for  purchase  and  replacement 
orders 

(4)  Merchandize  library  collections  through  targeted  displays 

(5)  Serve  on  internal  committees  and  task  force  work  groups 

D.  ADMINISTRATIVE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Assist  with  opening  and/or  closing  the  branch  or  department 

(2)  Write  reports  or  correspondence 

(3)  Filing  and/or  record  keeping 

(4)  Maintain  general  order  and  tidiness  in  the  Library 

E.  PROGRAM  WORK 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Plan  adult,  young  adult  or  children's  programs 

1 

(2)  Develop  adult,  young  adult  or  children's  programs 

(3)  Implement  adult,  young  adult  or  children's  programs 

(4)  Conduct  outreach  and/or  work  with  community  groups 

(5)  Assist  with  developing  or  installing  displays  or  exhibits 

(6)  Work  on  social  or  other  media  or  publicity 

F.  BREAKS  AND  LEAVE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Lunch 

(2)  Breaks 

(3)  Paid  leave  (sick,  vacation,  etc.) 

(4)  Unpaid  leave 

“ 1 

t ' 
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G.  OTHER  ACTIVITIES  (if  needed,  please  enter  up  to  3 other  main  categories  of  activities  not  already 
covered) 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1) 

(2) 

(3) 
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3634  - Librarian  III 


PART  1.  BACKGROUND  QUESTIONS 

1)  Is  your  job  classification  3634  - Librarian  III? 

a.  Yes 

b.  No  (if  no,  they  will  be  directed  to  a message  saying  this  survey  is  only  for  3634) 

2)  For  which  work  day  are  you  completing  this  survey?  (Drop  down  menu  of  the  three  dates) 

3)  How  many  years  and  months  have  you  been  employed  with  the  City  as  a 3634-Librarian  III?  (two  data 
entry  fields  - one  for  years  and  one  for  months) 

4)  What  is  your  standard  work  schedule?  (Drop-down  menu) 

a.  Full-time  (1.0  FTE) 

b.  Part-time  (0.5  FTE) 

c.  Other  (please  specify) 

5)  What  is  your  usual  job  site?  (drop-down  menu) 

a.  Chief  of  Branches  Office 

b.  Main 

c.  Mobile  Outreach  Services 

d.  Other  (please  specify) 

6)  Was  today  a fairly  typical  day  with  respect  to  how  you  spent  your  time?  Drop  down  menu  -select  one. 

a.  Today  was  more  or  less  typical  of  my  usual  work  days 

b.  Today  was  unusually  busy  because  we  did  not  have  the  usual  number  of  staff 

c.  Today  was  unusually  busy  for  a reason  other  than  staffing 

d.  Today  was  unusually  slow  (for  any  reason) 

e.  Other  (please  specify  in  comment  box) 

PART  2.  ONE-TIME  QUESTIONS 

If  you  already  answered  these  questions  in  a previous  survey,  you  can  skip  themi 

1)  How  has  your  job  changed  since  you  started  working  in  your  position?  (short  answer) 

2)  Overall,  how  do  you  feel  about  how  your  job  has  changed  since  you  started  in  your  current  position? 

a.  Neutral 

b.  Positive 

c.  Negative 

3)  Do  you  feel  you  receive  adequate  training  to  keep  up  with  changes  in  your  job? 

a.  Yes 

b.  No 

c.  I don't  know 

d.  Other  (please  specify) 

4)  How  accurately  does  your  job  description  accurately  reflect  your  current  work  and  responsibilities? 
Choose  one  only. 

a.  Very  accurately 


44 


b.  Somewhat  accurately 

c.  Neither  accurately  or  inaccurately 

d.  Somewhat  inaccurately 

e.  Very  inaccurately 

f.  I don't  know  or  I'm  not  sure 

PART  3.  TIME  USE 
Instructions 

• Please  estimate  how  many  hours  and  minutes  you  spent  on  each  of  the  following  activities  today.  If 
you  did  not  spend  any  time  on  a particular  activity,  please  leave  it  blank. 

• The  total  should  add  up  to  the  total  number  of  hours  and  minutes  you  worked  today  including 
breaks  and  leave.  If  the  total  does  not  look  correct,  please  adjust  your  entries  until  the  total  field 
displays  what  you  believe  is  the  correct  number. 

• If  you  did  not  spend  any  time  on  a particular  activity,  please  leave  it  blank. 

• Please  choose  the  task/activity  that  best  and  most  accurately  represents  how  you  spent  your  time 
(we  realize  that  some  tasks/activities  may  overlap).  If  there  are  activities  you  have  completed  that 
you  do  not  see  listed  below,  please  provide  that  information  under  G.  Other  Activities. 

• If  you  have  any  questions,  please  contact  Catherine  Omalev  at  415-554-7524 

A.  SUPERVISION  AND  TRAINING 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Supervise  and  review  the  activities  of  subordinate  personnel, 
assists  subordinate  personnel  in  resolving  questions  and 
problems  related  to  library  activities 

(2)  Supervise  the  processing,  cataloguing,  ordering  or 
repair/preservation  of  library  material 

(3)  Work  on  developing  or  delivering  training  for  staff 

(4)  Develop  and  monitor  staff  work  plans,  prepare  performance 
appraisals  and  provide  feedback  though  performance 
discussions  with  subordinate  personnel 

(5)  Facilitate  the  completion  of  HR  related  paperwork  regarding 
vacancies  and  other  leave  requests 

B.  PUBLIC  SERVICE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Provide  general  assistance  to  library  patrons  in  person 

(2)  Assist  library  patrons  with  technology  issues  such  as  using 
computers,  self-check-out  kiosks,  copy  machines,  printers,  or 
other  technology 

(3)  Provide  general  assistance  to  library  patrons  or  others  by 
phone,  email  or  other  electronic  means 
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(4)  Resolve  patron  concerns  or  complaints  (in  person,  by  phone 
or  by  email) 


C.  REFERENCE  AND  COLLECTIONS  WORK 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Conduct  research;  prepare  bibliographies,  book  lists  or  other 
information  from  research 

(2)  Perform  readers  advisory  duties,  making  recommendations  for 
books,  movies  and  music  for  library  patrons 

(3)  Maintain  collections  by  running  reports  in  Sierra  and/or 
Collection  HQ,  shifting,  and  deaccessioning  materials 

(4)  Perform  collection  development  duties  including  selection  of 
new  materials,  suggestions  for  purchase  and  replacement 
orders;  merchandize  library  collections  through  targeted 
displays 

(5)  Serve  on  internal  committees  and  task  force  work  groups 

D.  ADMINISTRATIVE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Assist  with  opening  and/or  closing  the  branch  or  department 

(2)  Write  reports  or  correspondence 

(3)  Filing  and/or  record  keeping 

(4)  Maintain  general  order  and  tidiness  in  the  Library 

(5)  Maintain  adequate  staffing  by  coordinating  appropriate  levels 
of  coverage 

(6)  Develop  budget  requests  and  monitor  expenditures  to  stay 
within  budgeted  allocation 

(7)  Coordinate  work  with  other  support  divisions  regarding  IT, 
Facilities  or  Finance  requests 

E.  PROGRAM  WORK 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Plan  adult,  young  adult  or  children's  programs 

^ i 

(2)  Develop  adult,  young  adult  or  children's  programs 

(3)  Implement  adult,  young  adult  or  children's  programs 

(4)  Conduct  outreach,  develop  partnerships  and/or  work  with 
community  groups 

(5)  Assist  with  developing  or  installing  displays  or  exhibits 

(6)  Support  system-wide  or  district  level  programming  and/or 
outreach  coordination 
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F.  BREAKS  AND  LEAVE 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1)  Lunch 

(2)  Breaks 

(3)  Paid  leave  (sick,  vacation,  etc.) 

(4)  Unpaid  leave 

G.  OTHER  ACTIVITIES  (if  needed,  please  enter  up  to  3 other  main  categories  of  activities  not  already 
covered) 


TASK  OR  ACTIVITY 

HOURS 

MINUTES 

(1) 

(2) 

(3) 
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APPENDIX  G.  TASK  PRIORITIZATION  TOOL 

The  Task  Prioritization  Tool  was  created  to  capture  the  tasks  that  were  provided  from  all  qualitative  outreach 
methods  and  were  included  in  the  Performance  Plan  and  Appraisal  Reports  (PPAR)  for  each  class.  The  objective 
of  the  tool  is  to  provide  a comprehensive  list  of  tasks  for  SFPL  to  collaborate  with  staff  in  prioritizing  what  each 
job  class  should  be  doing  in  order  to  optimally  provide  world-class  public  service.  The  complete  lists  of  tasks  for 
each  job  class  begin  on  page  28.  Figure  10  is  a detailed  breakdown  of  the  number  of  self-reported  tasks,  tasks 
found  in  the  PPAR,  and  tasks  that  management  believes  should  be  conducted  by  a particular  class.  The 
alignment  rate  was  calculated  by  taking  the  percentage  of  total  self-reported  daily  tasks  (x)  that  overlap  with 
those  found  in  the  PPAR  and  reported  by  staff  (z). 

Figure  10.  Number  of  Tasks  and  Alignment  Rate 


lasKs 

3634 

Total  Self-Reported  Daily  Tasks  (x) 

34 

52 

41 

41 

44 

29 

Total  PPAR  Daily  Tasks  (blue  shade) 

16 

15 

30 

23 

28 

31 

15 

Total  Tasks  Not  Conducted  and  Not  Found  in  PPAR  (Y) 

6 

12 

8 

17 

14 

23 

18 

Overlap  of  Tasks  (z) 

14 

13 

20 

22 

23 

27 

13 

Alignment  Rate  (overlap/self-reported  activities) 

41% 

39% 

38% 

54% 

56% 

' 61% 
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Figure  11.  Task  Prioritization  by  Class 

The  codes  in  the  table  below  represent  the  key  that  each  listed  task  represents,  ranging  from  those  reported  by 
staff  only,  to  those  listed  in  the  PPAR.  It  is  important  to  note  the  detail  of  the  Y code,  as  these  were  marked  as 
tasks  not  found  in  the  PPAR  and  not  reported  by  some  job  classes.  They  are  labeled  accordingly  as  SFPL 
management  highlighted  these  as  tasks  that  should  be  performed  by  other  classes  and  should  be  in  the  PPAR 


Code 

Description 

X 

Reported  by  staff 

Y 

Not  reported  by  staff  and  not  found  in  PPAR 

X 

Reported  by  staff  and  found  in  PPAR 

Not  reported  by  staff  and  found  in  PPAR 

Activity  conducted  by  staff  at  least  twice  the 
amount  compared  to  other  location;  reported 
in  Time  Use  Survey 
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3602  - Library  Page 
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3610  - Library  Assistant 


3616  - Library  Technical  Assistant  I 
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3618  - Library  Technical  Assistant  II 
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3630  - Librarian 
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3632  - Librarian  II 


3634  - Librarian  III 
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APPENDIX  H:  SFPL  FIVE  YEAR  STRATEGIC  PLAN 


Reinvesting  & Renewing 

for  the  21  st  Century 


SanFraitdscoPMiclJbmry 


SFPL  Five  Year 
Strategic  Plan 


July  2016  - June  30,  2021 


DRAFT 


Mission  Statement 

The  San  Francisco  Public  Library  system  is  (dedicated  to  free  and  equal  access  to  information, 
knowledge,  independent  learning  and  the  joys  of  reading  for  of  "‘  verse  community 


Service  Excellence  Core  Values 

Service  - SFPL  aspires  to  deliver  the  highest  possible  service  to  ^ -is,  c— jps  and  ouf 
partners  We  embrace  the  Library  as  a learning  organization  that  seeks  ■ -.iir  *-i.is  - 

Access  - SFPL  ensures  free  and  equal  access  to  rosoyco^  -ns  -‘■z—z'ror  ^ =■ 

Community  - SFPL  stnves  to  support  and  build  c—-  communit  o^  * . ■' 

innovative  services,  programs  and  partnerships 

Diversity  - SFPL  promotes  an  inclusve  enviror-rr.-:--  thar  ‘ ^ 

Professionalism  - SFPL  produces  work  of  th^  ; jhest  quality  CX*-  ir*^r"cti  :-:  - 
respect  for  others  and  we  value  teamwork  to  - ^ - - sh  -—  . r - i 


sfpl.org 
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SFPL  Five  Year  Strategic  Plan 


Goal  1;  Develop  a patrou-fociised  service  model  to  position  SFPL  as 
the  premier  public  library  in  the  nation 

FV 16-17 

, 1 . Desi^  a Senice  Excellence  program  for  all  library-  staff. 

2.  Continue  emphasis  on  the  Safe  and  W'elcoming  initiative  through  mcreased  training  and 
staff  engagement  including  additional  staffing  for  custodial  and  seairit>'  personnel. 

3.  Estabhsh  a Future  of  the  Librarv'  Task  Force  to  address  new  applications  of  technology, 
services  and  programs  for  librar;/ patrons'  experience 

4.  Implement  a city-vide  libraiy  pubhc  relations  campaign  to  raise  awareness  and  increase 
new  audiences. 

5.  Develop  new  engagement  initiative  to  sen-e  residents  experiencmg  homelessness 

6.  Identify/  short  and  long  term  collection  space  needs  as  per  the  recommendations  of  the 
Space  Solutions  Area  Foais  Team. 

FV  17-18 

1 . Provide  a minimum  of  one  training  opportuniK  on  Service  Excellence  for  each  hbrarv’ 
employee. 

2.  Add  additional  securin'  and  social  services  capacitv'  and  provide  a minimum  of  nvo 
training  opportunities  for  new  and  current  pubhc  safetv-  personnel. 

3.  Implement  a minimum  of  two  initiatives  recommended  by  the  Future  of  the  Librarv-  Task 
Force. 

4.  C ontinue  implementation  of  citvvvide  hbrarv'  public  relations  campaign 

5.  Implement  a service  plan  in  suppon  of  residents  experiencing  homelessness  with  Library 
staff.  CiPy  & Coimty  agencies  and  communin' partners. 

6.  Follow  iq)  with  any  physical  improvements,  as  needed,  for  adequate  and  secure  collection 
and  archival  storage  space. 


FV  18-1.0 

1 . Provide  a minimum  of  one  training  opportunitv'  on  Service  Excellence  for  all  hbraiy  staff 

2.  Increase  ongoing  training  for  pubhc  safetv'  staff  by  at  least  one  additional  course 

3.  Implement  a minimimi  of  two  initiatives  recommended  by  the  Future  of  the  Libraiy  Task 
Force. 

4.  Continue  implementation  of  citvvvide  hbraiy  public  relations  campaign 

5.  Continue  implementation  of  service  plan  in  support  of  residents  experiencmg 
homelessness. 

F\'  1.0-20 

1 . Provide  a minimum  of  one  training  opportunitv-  on  Service  Excellence  for  all  hbraiv' 
staff. 

2.  Increase  ongoing  Training  for  pubhc  safety  staff  by  at  least  one  additional  course  and 
evaluate  public  safetv'  training  program 
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Goal  1:  Develop  a patrou-focusecl  service  model  to  position  SFPL  as 
the  premier  public  library  iu  the  uatiou  (Coutiuiied) 

T\  19-20 

3.  Implement  a minimum  of  nvo  initiatives  recommended  by  the  Future  of  the  Library-  Task 
Force 

4.  Evaluate  intact  of  cimvide  hbrar>^  pubhc  relations  campaign. 

5.  Continue  implementation  of  senice  plan  in  support  of  residents  expenencmg 
homelessness 

F\'  20-21 

1 . Conduct  a comprehensive  assessment  of  the  Senice  Excellence  program  and  implement 
any  recommendations  to  enhance  outcomes 

2  Conduct  comprehensive  assessment  of  the  Safe  and  Welcoming  imtiahve  and  begm 
implementation  on  any  recommendations  to  enhance  outcomes 

3.  Conduct  a comprehensive  assessment  of  the  Librar>'  of  the  Future  Task  Force  outcomes 

4.  Implement  recommendations  from  assessment  of  the  cinvnde  hbraiy  pubhc  relations 
can^aign. 

5.  Assess  intact  of  senice  plan  in  si^jport  of  residents  expenencmg  homelessness 

6.  Inclement  recommendations  of  public  safet>-  trainmg  ei  aluahon 

Goal  2:  Provide  accessible  and  welcoming  library  facilities  to  meet 
the  needs  of  all  San  Franciscans 

¥\  16-n 

1 Hold  public  hearmgs  and  Ubrar>-  commission  discussions  on  imielme  and  scope  for 
capital  projects  for  C hinatown.  Mission  and  Ocean  \’ie\v  Branch  Libranes 

2 Conduct  design  scope  for  new  Mam  Library  roof 

3 Complete  LEED  status  projects  at  the  Mam  Librarv- 

4 Develop  a comprehensive  Asset  Management  Plan 

5.  Evaluate  reconmiendations  from  the  User  Experience  Fellowship  project  and  identifs 
funding  opportumties 

Y\r-u 

1 Secure  frinding  and  support  for  capital  improvements  for  Chinatown  Mission  and  Ocean 
\’iew  Branch  Libraries 

2 Complete  new  roof  project  for  the  Mam  Library 

3 Develop  a facilities  mamteiiance  plan  m keepmg  with  completed  Asset  Management 
Plan 

4 Seciue  fundrng  to  design  and  actualize  Mam  Librars-  User  Experience  project 
¥\  18-19 

1 Begm  phase  one  of  capital  myirovenients  for  Chinatown  Mission  and  Ocean  \*ieis 
branch  libraries  mcluding  identif\-mg  temper  an-  hbrarv  sernces  during  construction 

2 Begm  unplementation  of  the  asset  uunagement  plan  recoiimi«idations 
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Goal  2:  Provide  accessible  and  welcoming  library  facilities  to  meet 
the  needs  of  all  San  Franciscans  (Continued) 

Fi*  18-lP 

3.  Evaluate  facilities  asset  uianagemeut  plan  with  a foais  on  investing  in  ongoing 
maintenance  of  libran'  facilities. 

4.  Develop  a comprehensive  ftimiture.  fixtures  and  equipment  (FE&E)  plan  for  all  librars' 
facilities. 

5.  Begin  and  complete  Main  Librarv’  User  Experience  project  physical  plant  miprovements 

6.  Develop  strategies  to  provide  for  emerging  librarv’  semce  needs  in  growing  areas  such  as 
Hunters  Point  and  Treasure  Island. 

TY  l.P-20 

1 . Continue  capital  improvements  for  Chinatown.  Mission  and  Ocean  \Tew  branch 
libraries. 

2.  Continue  miplementation  of  asset  management  plan  recommendations. 

3.  Secure  mnding  and  develop  implementation  timeline  for  refreshment  program  for  FE&E 
for  all  library'  facilities. 

4.  Identify  aspects  of  User  Experience  project  to  improve  pubhc  sen'ice  mteractions 
throughout  the  entire  Main  Library'  to  dehght  and  attract  library'  patrons. 

lY  20-21 

1 . Complete  capital  improvements  for  Chinatown.  Mission  and  Ocean  \Tew  branch 
libraries. 

2.  Continue  miplementation  of  asset  management  plan  recommendations. 

3 . C ontinue  refreshment  plan  for  FF &E  at  all  library  facilities . 

4.  Commit  to  innovative  projects  for  Main  Library'  based  on  FT'  19-20  analysis  of  the  User 
Experience  building  imp»rovements. 

Goal  3:  Provide  robust  collectious,  services  aud  programs  that 
support  and  promote  readiug  and  address  changiug  21st  Ceutui  y 
Literacy 

YY 16-1" 

1 . C onduct  ongoing  assessment  of  community  needs  for  library  materials  and  resources 

2.  Continue  marketing  of  the  new  Career  Chilrne  High  School  program  and  plan  for  imtial 
graduation  ceremony  for  a minimum  of  10  graduates. 

3.  Foais  on  scaling  and  increasing  number  of  adult  learners  in  Projecr  Read  through  an 
active  outreach  campaign 

4.  Develop  a comprehensive  portfoho  of  program  offerings  to  meet  the  cultural,  educational 
and  inclusionaiy' needs  of  residents  in  the  city. 

5.  Pro’v'ide  a minimum  of  100  programs  in  The  Bridge,  at  Main  - Literacy  and  Leammg 
Center. 

6.  Develop  a robust  service  program  for  semors  and  other  people  uith  disabilities 

3 


59 


DRAFT 


Goal  3:  Provide  robust  collectious,  services  aucl  programs  that 
support  aud  promote  readiug  and  address  chaugiug  21st  Ceutury 
Literacy  (Coutiuued) 

lY  17-18 

1 . Increase  library*  materials  budget  m response  to  communin'  needs  or  a minimum  mcrease 
based  on  the  Consumer  Price  Index  (CPI). 

2.  Continue  marketing  of  the  Career  Online  High  School  program  and  plan  for  second 
graduation  cohort  for  10  graduates. 

3 . Increase  number  of  adult  learners  in  Project  Read  by  10*  c and  expand  the  program  to 
branch  libraries. 

4.  Increase  the  number  of  programs  per  month  by  10*  c at  each  of  the  2S  neighborhood 
libraries. 

5.  Provide  a minimum  of  125  programs  in  The  Bridge,  at  Main  - Literacy  and  Leammg 
Center. 

6.  Participate  in  SF  Tech  Council  to  suppon  technology'  access  to  senior  populations  m the 
city. 

7.  Partner  with  the  Mayor' s OfQce  on  Disabihty  to  provide  programs  and  sen'ices  for  the 
disabled  commumty' 

Y\  18-19 

1  Increase  hbrary  materials  budget  in  response  to  commumty  needs  or  a nnnmimn  mcrease 
based  on  the  CPI 

2.  Gradiutte  a mmimimi  of  50  participants  in  the  Career  Online  High  School  program 

3.  Increase  number  of  adult  learners  m Project  Read  by  10*  o and  contmue  to  expand  the 
program  to  branch  libraries 

4 Increase  the  number  of  programs  per  month  by  10*  • at  each  of  the  28  neighborhood 
libraries 

5.  Provide  a mimmum  of  150  programs  in  The  Bridge  at  Main  - Literacy  and  Leammg 
Center 

6 Participate  in  SF  Tech  C ouncil  to  suppon  technology  access  to  semor  populations  m the 
city 

7.  Partner  with  the  Mayor  s Office  on  Disabihn-  to  pro\ide  programs  and  services  for  the 
disabled  conimumn- 

Y\  19-20 

1 Increase  hbrary  nuterials  budget  m response  to  commumty  needs  or  a nunimum  maease 
based  on  the  C PI 

2 C onduct  a comprehensive  assessnrent  of  the  Career  Online  High  School  program 

3 Increase  number  of  adult  learners  m Project  Read  by  lO*  • 

4 C onduct  a comprehensive  assessment  of  program  semces  to  enhance  program  outcomes 

5 Evaluate  the  impact  of  The  Budge,  at  Mam  - Literacy  and  Leammg  C enter  m serving  the 
literacy  and  leammg  needs  of  residents 

6 Pamcipate  in  the  SF  Tech  Council  to  support  technolog\'  access  to  semor  population^  in 
the  city. 
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Goal  3:  Provide  robust  collections,  services  and  programs  that 
support  and  promote  reading  and  address  changing  21st  C entiii  y 
Literacy  (Continued) 

lY  19-20 

7.  Partner  with  tlie  Mayor' s Office  on  Disabilit}^  to  provide  programs  and  services  for  the 
disabled  couiiniinity, 

Fi’  20-21 

1 . Conduct  comprehensive  assessment  of  hbrarv’  collections  to  ascertam  areas  for 
enhancement  and  improvement. 

2.  Implement  any  needed  revisions  for  ongoing  Ca?  ee?'  Onlme  High  School  program 

3.  Conduct  a comprelieasi\'e  assessment  of  P}‘oJect  Read  adult  literacy  program. 

4.  Implement  recommendations  from  comprehensive  assessment  of  hbrarv-  programs. 

5.  Implement  recommendations  of  The  Bridge,  at  Mam  - Literacy  and  Learning  Center 
program  evaluation. 

6.  Participate  in  the  SF  Tech  Council  to  support  technologv'  access  to  senior  populations  m 
the  cin^ 

7.  Partner  with  the  Mav-or's  Office  on  Disabihtv-  to  provide  programs  and  services  for  the 
disabled  communitv'. 

Goal  4:  Engage  youth  in  learning,  workforce  and  personal  growth 
opportunities 


Develop  strong  partnerships  to  support  youth  engagement  and  learning  m The  Mix  at 
SFPL  - Teen  Digital  Media  Lab. 

Launch  President  Obama's  Cow^ectED  Librarv-  Card  Campaign  in  partnership  with 
Mayors  office  and  SFLTSD. 

Enhance  neighborhood  librarv*  services  by  offiermg  a minimum  of  10  monthly  youth 
programs  at  each  neighborhood  branch. 

Expand  library*  services  to  teens  in  neighborhood  libraries. 

Design  an  outcomes -based  evaluation  of  homework  help  programs  and  e\*aluate  the 
existing  homework  help  program 

Continue  strong  conmiunity*  outreach  and  partnerships  to  support  early  hteracy  mitiative 
Design  an  outcomes-based  evaluation  for  sunmier  learning  cohon  in  collaboration  with 
SFUSD  and  other  non-profit  out-of-school  service  agencies. 

Provide  a comprehensrve  array  of 'workforce  development  opportumties  for  tweens,  teens 
and  transitional-age  youth. 
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Goal  4:  Engage  youth  in  learning,  workforce  and  personal  growth 
opportunities  (Continued) 

I\  17-18 

1 . De’^elop  a minimum  of  five  new  partnerships  to  co-sponsor  youth  programs  m The  Mix  ai 
SFPL  - Teen  Digital  Media  Lab. 

2 . C ontinue  implementation  of  ComectED  initiative  by  increasing  number  of  registered 
SFUSD  stud^ts  with  librai}^  card  to  80®  o of  total  enrollment 

3.  Expand  the  reach  of  librarv-  programuung  by  bringing  programs  to  ten  commumw  sites 

4.  Expand  teen  programs  and  communin'  outreach  by  10®  e in  neighborhood  hbranes 

5.  Implement  recommendations  from  outcomes-based  evaluation  of  Homework  Help 
program. 

6.  Increase  partnerships  and  the  number  of  early  literacy  programs  by  10®  c 

7.  Implement  recommendations  of  outcomes-based  evaluation  for  summer  learning  cohort 

8.  Increase  workforce  development  opportumues  for  tweens,  teens  and  transitional-age 
youth  by  10®  o 

Y\  18-19 

1 . Design  an  outcomes-based  evaluation  for  Die  .\/a  ar  SFPL  - Teen  Digital  Media  Lab 

2.  Continue  m^lementation  of  ComectED  minative  by  mcreasmg  the  number  of  registered 
youth  borrowers  to  95®  o of  total  enrollment 

3.  Expand  the  reach  of  librars'  programmmg  by  brmgmg  programs  to  20  commumt>-  sites 

4.  Expand  teen  programs  and  conmiumty  outreach  by  1 0®  o in  neighborhood  librarv- 
programs 

5.  Expand  number  of  youth  participating  m homework  help  program  by  10®o 

6.  Increase  participation  of  parents  and  children  m early  literacy  programs  by  1 5®  o 

7.  Contmue  miplementation  of  recommendations  from  outcomes-based  evaluation  of 
simimer  leammg  cohort 

8 Increase  workforce  development  opportumties  for  tweens,  teens  and  transitional-age 
youth  by  10®  o 

Y\  19-20 

1 Implement  recommendations  from  evaluation  of  Dte  Mt\  at  SFPL  - Teen  Digital  Media 
Lab  programs  and  seivices. 

2 Reach  100®  o registered  youth  borrowers  as  part  of  ConneciED  initiairt-e 

3.  Expand  nimiber  of  participants  engaged  m conmiuaits'  program  sites  by  10®  • 

4 Design  an  outcomes-based  ei  aliution  of  teen  participation  m neighborhood  libraiv 
progranxs 

5.  Design  outcomes-based  evaluation  for  students  participatmg  in  homework  help  programs 

6 Design  an  outcomes-based  evalmtion  for  parents  and  >x>uth  participating  m earh  hteracy 
programs 

7,  C ontinue  miplementation  and  evaluation  of  summer  learning 

8 Increase  workforce  development  opportumties  for  tweens  teens  and  transitiotul-age 
youth  by  10®o 
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Goal  4:  Engage  youth  iu  learning,  workforce  and  personal  growth 
opportunities  (Continued) 

FY  20-21 

1 . Implement  recommendations  from  evaluation  of  The  M/x  ar  SFPL  - Teen  Eheital  Media 
Lab  programs  and  services. 

2.  Design  an  outcomes-based  evaluation  of  the  ConmcrED  initiative. 

3 . Design  an  outcomes-based  evaliution  of  librarv'  program  outreach  m neighborhood 
libraries. 

4.  Implement  recommendations  from  outcomes-based  evaluation  of  teen  participation  m 
neighborhood  programs. 

5.  Implement  recommendations  from  outcomes-based  evaluation  of  students  in  the 
homework  help  program. 

6.  Implement  recommendations  from  outcomes-based  evaluation  of  early  literacy  program 

7.  Assess  outcomes  from  summer  learning  cohort. 

S.  Conduct  comprehensive  assessment  of  v/orkforce  development  opportunities  for  tweens, 
teens  and  transitional-age  youth. 

Gonl  5:  Provide  equitable  and  robust  access  to  state  of  the  art 
techuologv  aud  iuuovative  iuformatiou  services 

lY  16-17 

1 . Procure  network  equipment  to  support  10  Gigabit  high  speed  broadband  capaciw  for  the 
librarv'  sv-stem. 

2.  Provide  free  access  to  the  Internet  via  public  computing  and  Wi-Fi 

3.  Develop  a comprehensive  strategy  to  digitize  library'  and  archival  collections 

4.  Secure  and  implement  a new  computer  resercation  sy-stem. 

5.  Cormect  an  additional  five  branch  hbraries  to  the  city's  fiber  optic  network 

6.  Begm  the  planning  for  the  revamping  and  redesign  of  the  library  website. 

F\‘  r-i8 

1 . Begm  frill  utilization  of  10  Gigabit  high  speed  nefrvork  through  program  offerings  and 
robust  data  transmission. 

2.  Increase  free  access  to  public  and  Wi-Fi  computing  to  750.000  hours 

3.  Secure  a digital  asset  management  system  to  support  the  platform  for  digitized 
collections. 

4.  Cormect  an  additional  five  branch  hbraries  to  the  city’s  fiber  ophc  network 

5.  C omplete  the  redesign  of  the  library  website. 

6.  Develop  and  implement  a mobile  app  for  seamless  user  experience  uith  digital 
collections. 

F\'  18-1.0 

1 . Increase  free  access  to  public  and  Wi-Fi  conq^uting  to  800.000  hours  aimually 

2.  Increase  digitization  of  library'  collections  by  10*0. 

3.  Connect  an  additional  five  branch  hbraries  to  the  city's  fiber  optic  network 
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Goal  5:  Provide  equitable  aud  robust  access  to  state  of  the  art 
technology  aud  iuuovative  iuformatiou  services  (Coutiuued) 

¥\  18-lP 

4.  Initiate  refreshment  program  for  library^' s computer  hardware. 

F\'  19-20 

1 . Increase  free  access  to  pubhc  and  Wi-Fi  computing  to  825,000  hours  annually. 

2.  Increase  digitization  of  library'  collections  by  15®  o. 

3.  Connect  an  additional  five  branch  libraries  the  city's  fiber  optic  nenvork 

4 . C ontinue  refreshment  program  for  hbrary  computer  hardware 

F\’ 20-21 

1 . Maintam  free  access  to  public  and  Wi-Fi  computing  to  825.000  hours  annually 

2.  Increase  digitization  of  library'  collections  by  1 5®  o. 

3.  C onnect  an  additional  five  branch  hbranes  the  city's  fiber  optic  nenvork. 

4.  Continue  refreshment  program  for  library'  computer  hardware. 

Goal  6;  Develop  stioug  community  pai  tuerships  to  promote  and 
support  civic  engagement 

F\  16-17 

1 Partner  with  the  Friends  of  the  San  Francisco  Pubhc  Library  and  other  htcrary  groups  to 
plan  and  miplement  the  One  On,  Otte  Book  city  wide  reading  campaign 

2 Engage  residents  in  civic  and  commumty  dialogue  by  sponsormg  forums  on  relevant 
topics  and  issues  facing  the  city. 

3.  Engage  with  Mayor’s  office  and  SFUSD  to  explore  citywide  htcracy  imtiati\’e 
4 Participate  as  member  of  Our  C luldren.  Our  Fanuly  Council 

5.  Partner  with  the  Friends  of  the  Library  to  develop  a memorandum  of  understandmg  on 
external  ftinding  support 

6 Develop  stronger  partnerships  with  the  tech  sector  to  support  mnovation  and  technologs' 
at  the  hbrary 

7.  Track  and  evaluate  existmg  partnerships  with  ailniral.  educational  and  ci\ic  institutions 
and  museums  mcludmg  Cal  Academy.  SFMONLA  Lxploratonum  Asian  .An  Museimi 
Litquake.  etc. 

Y\  r-is 

1 Plan  and  implement  the  Ofie  Cin.  One  Book  citywide  readmg  program 

2 Sponsor  ongomg  senes  of  fonmis  on  reles  ant  topics  and  issues  affictmg  residents 

3 Contmue  ongoing  efforts  to  eradicate  ilhteracy  by  partnermg  witli  the  Mas'or  s Office 
SFUSD.  and  conmiunity  based  organizations  on  programs  and  senices  promoting 
readmg  and  literacy 

4 C ontmue  strong  engagement  and  support  in  implementing  work  plan  for  Om  C hildren 
Our  Fanuhes  C ouncU 
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Gonl  6:  Develop  strong  coinmiiiiity  pni  tiierships  to  promote  and 
support  civic  eugagemeiit  (Coiitiiiiied) 

I\  17-18 

5.  Collaborate  uith  the  Friendi  of  the  San  Francisco  PubUc  Ubrar}^  to  seaire  strong  private 
mnding  to  support  innovative  hbraPr' programs 

6.  Pursue  additional  partnerships,  initiatives  or  programs  with  SF  s cultural,  educational  and 
civic  institutions. 

Y\  18-1.0 

1 . Plan  and  implement  the  Chw  City',  One  Book  cinwide  readmg  program. 

2.  Sponsor  ongoing  series  of  foninis  on  relevant  topics  and  issues  impacting  San 
Franciscans. 

3.  Continue  ongoing  efcons  to  eradicate  ilhteracy  by  partnering  with  the  Mayor’ s OflBce. 
SFUSD  and  communir.’  based  organizations  on  programs  and  services  that  promote 
reading  and  hteracy. 

4.  Continue  strong  engagement  and  support  in  implementmg  work  plan  for  Our  Children 
Our  Families  Council. 

5.  Collaborate  with  the  Friends  of  the  San  Francisco  Public  Librarv^  to  secure  strong  private 
mnding  to  support  hbrarv’  programs. 

6.  Pursue  additional  partnerships,  initiatives  or  programs  with  SF’s  cultural,  educational  and 
civic  mstimtions. 


lY  1.0-20 

1 . Plan  and  implement  the  One  Cft}',  One  Book  citvwide  reading  program. 

2.  Sponsor  ongoing  series  of  fonims  on  relevant  topics  and  issues  impactmg  San 
Franciscans. 

3.  Continue  ongoing  efforts  to  eradicate  ilhteracy  by  pannering  with  the  Mawr’s  OfiQce. 
SFUSD  and  communin'  based  organizations  on  programs  and  services  that  promote 
reading  and  hteracy. 

4.  Continue  strong  engagement  and  support  in  implementing  work  plan  for  Our  Children 
Our  Famihes  Council. 

5.  Collaborate  with  the  Friends  of  the  San  Francisco  Pubhc  Libraiv'  to  secure  strong  private 
mnding  to  support  hbraiy  programs. 

6.  Assess  and  evahmte  partnerships  and  programs  with  SF’ s culmral.  educational  and  ci\ic 
instimtions. 

I\  20-21 

1 . Plan  and  implement  the  One  City,  Chie  Book  cit\wide  readmg  program. 

2.  Sponsor  ongoing  series  of  forums  on  rele’/ant  topics  and  issues  impactmg  San 
Franciscans. 

3.  Continue  ongoing  efforts  to  eradicate  ilhteracy  by  partnering  with  the  Mayor’ s OfBce. 
SFLlSD  and  communin'  based  organizations  on  programs  and  services  that  promote 
reading  and  hteracy. 

4.  Continue  strong  engagement  and  support  in  implementing  work  plan  for  Our  Children 
Our  Famihes  Council. 
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Goal  6:  Develop  strong  community  partnerships  to  promote  and 
support  civic  engagement  (Continued) 

YY  20-21 

5.  Colbborate  with  the  Friends  of  the  San  Francisco  Pubhc  Librar>^  to  secure  strong  private 
funding  to  support  hbrarv’  programs. 

6.  Implement  any  changes  and  new  measures  while  expanding  cultural  and  ci\ic 
partnerships. 

Goal  7:  Sustain  a high  performing  organization  that  strives  for 
excellence  in  operational  and  fiscal  management  and  professional 
development 

YY  16-1- 

1 . Work  m partnership  w'lth  the  Of&ce  of  the  Controller  and  Labrar>'  Commission  to  develop 
a fiscal  reserve  pohcy. 

2 Fill  and  track  prioriU'  vacancies  with  highly  competent  candidates  to  achieve  mission 
excellence 

3.  Continue  to  achieve  performance  appraisals  completion  rate  of  PO®  e and  abo\-e 

4.  S^jpon  cir.vvide  efforts  m the  miplementation  of  the  new  financial  sv'stem 

5.  Develop  a comprehensive  staff  training  plan  that  suppon  the  strategic  priorities  and 
includes  a leadership  de\  elopment  component 

6.  Work  collaboratively  w ith  labor  in  suppon  of  skills  development  for  hbrary  w orkforce 

7.  Begm  planning  effon  for  radio-frequency  identiScation  (RFFD)  project  miplementation 
by  establishing  a plannmg  group 

8 Commence  study  and  schematic  design  for  automated  collection  materials  handhng  for 
deliveries  to  the  branch  s>vtem 

9.  Update  San  Francisco  Admimstrative  Code  section  govemmg  San  Franasco  Pubhc 
Library  Fines  & Fees  Schedule 

10  Identifi'  and  allocate  staffing  resources  to  oversee  mtenial  analuics  ftinction  m support  of 
strateg\’.  performance  miprovement  and  open  data  efforts 

1 1 C onduct  public  hearings  on  operating  hours  m tandem  with  C ontroller  s Office  audit  for 
five-year  assessment 

TY  1--18 

1 Adopt  a library  reserv  e fiscal  policy 

2 Fill  and  track  pnont>-  vacancies  with  highly  competent  candidates  to  achieir  nussion 
excellence 

3.  Contmue  to  achieve  performance  appraisals  couqjletion  rate  of  90*e  and  above 

4 Participate  m miplementation  of  new  financial  system 

5.  Provide  mmuiumi  of  one  training  opportumty  for  all  staff 

6 Laimch  a hbrary  leadership  program 

7 Contmue  collaboration  witli  labor  on  skills  development  for  hbrarv  w orkforce 

8 Identify’  ftmding  and  secure  approval  for  RFID  project  miplementation 

9 Continue  and  finalize  design  for  automated  materials  liandhng  syvteni  identifs  funding 
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Goal  7;  Sustain  a high  perfoiiniiig  organization  that  strives  for 
excellence  in  operational  and  fiscal  management  and  professional 
development  (Continued) 

Fi  r-u 

10.  Collaborate  with  Office  of  Treasurer  & Tax  Collector  - Bureau  of  Delmquent  Tax 
Revenue  to  coordinate  efforts  for  recovers*  of  outstanding  patron  liabilities. 

11.  Secure  appros-al  ffom  Librars'  Commission  on  adjustments  to  librar.*  operating  hours 
based  on  Controller  s Office  assessment. 

12.  Align  national,  state  and  local  performance  measures  tracking  and  reportmg  activities 
with  single  point  of  accountabihn-  for  SFPL  Anahlics 

Y\  18-1.0 

1 . Fill  and  track  priorirs*  vacancies  with  highly  con^tent  candidates  to  achieve  mission 
excellence. 

2.  Continue  to  achieve  performance  appraisals  completion  rate  of  90®  c and  above 

3 . Complete  in^lementation  of  new  financial  ss-stem. 

4.  Continue  implementation  of  training  plan  through  increased  staff  training  for  all  staff 

5 . C omplete  and  assess  the  librarv'  leadership  cohort. 

6.  Continue  collaboration  with  labor  on  skills  development  for  librarv*  workforce. 

7.  Begin  RFE)  ^oject  implementation 

8.  Start  installation  of  automated  materials  handling  5\*stem 

9.  Conduct  pubhc  hearings  on  five  year  librarv*  hour' s assessment 

10.  Pursue  Patron  Fines  & Fees  Amnestv*  program  to  encourage  return  of  overdue  and  or 
billed  items  and  reinstate  access  to  hbrary*  services  for  indinduals  with  delinquent 
accounts. 

1 1 . Begm  planning  process  to  renew  the  Librarv*  Preservation  Fund. 

12.  Adjust  hbrarv^  operating  hours  in  accordance  with  Librarv*  Commission  direction. 

13.  Develop  SFPL  dashboard  and  or  balanced  scorecard  for  evaluating  sv*stem-w*ide 
performance  and  outcome  measurement. 

Fi'  19-20 

1 . Fill  and  track  priorirv*  v*acancie5  with  highly  competent  candidates  to  achieve  mission 
excellence. 

2.  Continue  to  achieve  performance  appraisals  conviction  rate  of  90®  o and  above 

3.  Evaluate  training  plan  and  implement  modifications  to  enhance  staff  development 
opportunities. 

4.  Lnunch  a new  hbraiy*  leadership  cohort. 

5.  Continue  collaboration  w*ith  labor  on  skills  dev  elopment  for  librarv*  workforce 

6.  Continue  RFID  project  invlementation. 

7.  Place  ne*w  automated  materials  handlmg  sv-stem  into  service 

8.  Develop  and  implement  fine-ffee  service  model  for  overdue  materials. 

9.  Continue  planning  effons  for  die  renewal  of  the  Librarv*  Presen*ation  Fund 

10.  Incorporate  data  visualization  into  effons  to  infonu  internal  and  external  stakeholders 
regardmg  hbrarv*  performance. 
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Goal  7:  Sustaiu  a high  performiug  oigauizariou  that  strives  for 
excellence  in  operational  and  fiscal  management  and  professional 
development  (Continued) 

I\  19-20 

11.  Continue  implementation  of  adiustnients  to  libran’  operating  hours  based  on  fi\Te->’ear 
assessment. 

lY  20-21 

1 . C ontinue  offering  staff  development  opportunities  for  all  librars'  staff. 

2.  Fill  and  track  prioritv'  vacancies  with  highly  competent  candidates  to  achie\'e  mission 
excellence. 

3.  Continue  to  achieve  performance  appraisals  completion  rate  of  90®  c and  above 

4.  Draft  legislation  and  secure  approval  from  appropriate  legislatu-e  bodies  for  renewal  of 
Library-  Preservation  Fund 

5.  C ontinue  collaboration  with  labor  on  skills  development  for  librars-  workforce 

6.  Complete  and  evaluate  the  librar\-  leadership  cohort 

7.  C omplete  RFID  project  in^lementation 

8.  Evaluate  cumulate  mipact  of  fine  and  fee  changes. 

9.  Expand  role  of  SFPL  Analytics  to  tram  cadre  of  mtemal  analyst  techmcians  as  chan^ions 
for  contmuous  in^ovement  imtiatives  tied  to  SFPL  performaiKe  dashboard  balanced 
scorecard. 
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APPENDIX  I:  RELATIVE  STAFFING  INDEX 

Development  of  the  Relative  Staffing  Index^ 


Creating  composite  measures  - combining  more  than  one  variable  to  create  a new  single  variable  - requires 
several  steps.  The  first  is  the  consideration  and  selection  of  variables.  Variables  included  in  an  index  need  to 
meet  several  criteria: 

• They  must  have  face  validity.  This  means  they  must  measure  what  they  are  intended  to  measure.  For 
example,  visitor  count  has  face  validity  because  it  measures  the  number  of  people  who  visit  a branch. 

• They  must  be  uni-dimensional  - this  means  that  they  can  only  measure  one  thing.  Visitor  count  is  uni- 
dimensional because  it  is  only  measuring  the  number  of  visitors.  It  doesn't  also,  for  example,  measure 
how  much  time  they  spend  in  the  library. 

• They  must  have  a statistically  significant  relationship  to  one  another. 


Consideration  and  Selection  of  Variables 

City  Performance  considered  nine  variables  in  developing  the  index.  These  variables  reflect  available  data 
across  the  library  system.  The  nine  variables  were: 

1.  FY16  number  of  visitors  ("Visitors") 

2.  FY16  number  of  materials  in  circulation  ("Circulation") 

3.  FY16  number  of  new  library  card  registrations  ("Registrations") 

4.  FY16  number  of  questions  asked  (directional  and  reference)^  ("Questions") 

5.  FY16  number  of  incidents  ("Incidents") 

6.  FY16  program  hours 

7.  Total  building  square  feet 

8.  Number  of  service  points 

9.  FY17  adjusted  weekly  open  hours 

City  Performance  used  factor  analysis  to  identify  the  factors  (variables)  that  are  most  strongly  correlated  with 
another  factor  that  can  be  collectively  described  as  workload.  When  the  Main  branch  was  included  in  the 
analysis,  the  results  identified  six  variables  that  were  strongly  and  positively  correlated: 

1.  Visitors 

2.  Circulation 

3.  Registrations 

4.  Questions 

5.  Incidents 

6.  Programs 


^ CP  received  pro-bono  consultation  on  our  statistical  methods  from  Marci  Eads,  Ph.D,  with  Health  Management  Associates. 

^ CP  transformed  the  original  data,  which  was  a count  of  the  number  of  questions  asked,  to  an  estimate  of  the  number  of  hours  spent 
answering  questions  using  the  following  estimates:  1 minute  to  answer  each  directional  question  and  5 minutes  to  answer  each  reference 
questions.  We  derived  these  estimates  based  on  information  provided  by  library  staff  regarding  average  time  spent  answering  questions. 
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The  results  are  not  surprising  in  that  all  six  variables  are  common  measures  of  library  patron  activities,  which 
place  demands  on  library  staff  time.  However,  when  Main  was  excluded  from  the  dataset,  because  it  is  a 
statistically  significant  outlier.  Incidents  dropped  from  the  list  of  relevant  factors.  This  is  likely  because  Main 
has  considerably  more  incidents  than  the  other  branches  and  thus  it  disproportionately  influences  their 
workload. 

It  is  important  to  note  that  there  are  many  other  things  that  library  customers  want  and  library  staff  do  that 
is  not  captured  in  the  index.  The  index  was  created  using  available  data.  A more  sensitive  model  could  be 
informed  by  additional  data  that  the  library  would  need  to  capture  systematically  across  all  branches, 
including  Main. 

Standardizing  the  data 

After  determining  the  relevant  variables,  the  data  needed  to  be  standardized.  A common  technique  for 
standardizing  data  is  the  use  of  z-scores  or  standard  scores.  Z-scores  are  calculated  as  follows: 

z = [(x  - p)  / o],  where  x = the  raw  score;  p = the  population  mean;  and  o = standard  deviation  of  the 
population 

Results  from  the  model 

The  index  scores  tell  us  what  the  current  staffing  levels  are  relative  to  workload  and  relative  to  all  the  other 
branches.  Figures  3 and  4 show  the  index  scores  with  Main  and  without.  The  scores  show  significant  variance 
in  relative  staffing  levels. 
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WITHOUT  MAIN 

Branch 

Relative  Staffing 
Index  Score 

Ocean  View 

13.15 

Sunset 

11.01 

West  Portal 

10.83 

Anza 

9.21 

Potrero 

8.42 

Bayview 

7.30 

Glen  Park 

7.07 

Mission 

7.05 

North  Beach 

6.92 

Excelsior 

6.85 

Richmond 

6.53 

Merced 

6.53 

Chinatown 

6.26 

Marina 

6.24 

Golden  Gate  Valley 

5.63 

Park 

5.59 

Noe  Valley 

5.20 

Ortega 

5.07 

Visitacion  Valley 

4.53 

Presidio 

4.45 

Portola 

3.91 

Ingleside 

3.33 

Western  Addition 

3.16 

Parkside 

3.04 

Bernal  Heights 

2.08 

Mission  Bay 

1.77 

Eureka  Valley 

0.87 

WITH  MAIN 

Relative  Staffing 

Index  Score 

Main 

15.64 

Ocean  View 

12.18 

Anza 

9.31 

West  Portal 

9.19 

Sunset 

7.61 

Chinatown 

6.97 

Merced 

6.92 

Noe  Valley 

6.25 

Mission 

5.43 

Golden  Gate  Valley 

5.37 

Marina 

5.11 

Ortega 

5.08 

Potrero 

4.72 

Bernal  Heights 

4.56 

Portola 

4.53 

Bayview 

4.05 

Richmond 

3.89 

Visitacion  Valley 

3.62 

Glen  Park 

3.59 

Presidio 

3.13 

Ingleside 

2.75 

Excelsior 

2.16 

Park 

1.79 

Western  Addition 

1.52 

Eureka  Valley 

1.51 

Mission  Bay 

1 1.38 

Parkside 

1.29 

North  Beach 

1 0.45 

Using  the  model  to  minimize  variance 


City  Performance  used  the  model  to  identify  a more  equitable  distribution  of  staff  across  the  27  branches  by 
changing  the  number  of  FTE,  one  of  the  key  variables  in  the  model.  Figure  5 provides  one  scenario  where  staff 
are  more  evenly  distributed,  which  can  be  seen  in  the  very  small  variance  among  index  scores. 

Figure  5.  Scenario  of  Equitable  Distribution  of  Staff 


(G)  Relative 

(B)  Proposed 

(C)  Actual  FTE 

(D)  FY17 

(E)  Proposed 

(F)  Proposed 

Staffing 

(A)  Branch 

FTE 

7/12/16 

Planned  FTE 

V Actual 

V Planned 

Index  Score 

Golden  Gate  Valley 

5 

4 

5.5 

1 

-0.5 

1.32 

Noe  Valley 

6.75 

4.5 

5 

2.25 

1.75 

1.31 

Chinatown 

18 

17 

18.5 

1 

-0.5 

1.27 

Sunset 

13 

13 

14.5 

0 

-1.5 

1.27 

Potrero 

6.25 

6 

7 

0.25 

-0.75 

1.21 

Eureka  Valley 

8.25 

5.5 

7.5 

2.75 

0.75 

1.21 

Bayview 

6 

5.5 

8 

0.5 

-2 

1.16 

Excelsior 

13.25 

9.5 

13.5 

3.75 

-0.25 

1.15 

Ingleside 

9.75 

7 

8.5 

2.75 

1.25 

1.15 

West  Portal 

11 

12 

13.5 

-1 

-2.5 

1.12 

North  Beach 

10.75 

6.5 

8.5 

4.25 

2.25 

1.11 

Mission  Bay 

8 

5.5 

7 

2.5 

1 

1.09 

Mission 

13.75 

13 

14.5 

0.75 

-0  75 

1.04 

Presidio 

7.15 

5.5 

6.75 

1.65 

0.4 

1.00 

Western  Addition 

10 

6.5 

8.5 

3.5 

1.5 

0.97 

Ortega 

15.5 

11.5 

12 

4 

3.5 

0.89 

Portola 

9.5 

7.5 

8.5 

2 

1 

088 

Visitacion  Valley 

6.5 

5 

9.5 

1.5 

-3 

088 

Merced 

8 

8 

9 

0 

1 

088 

Ocean  View 

2.75 

3.5 

4.5 

-0.75 

1 ‘s 

087 

Anza 

5.75 

6.5 

7 

-0  75 

1 

085 

Park 

7.5 

5.5 

6 

2 

15 

083 

Richmond 

19 

15 

17.5 

4 

15 

082 

Glen  Park 

7.25 

5.5 

7.2 

1 75 

0.05 

0 76 

Bernal  Heights 

10 

8.5 

10.5 

1.5 

074 

Parkside 

10.5 

6.5 

10.2 

4 

03 

067 

Marina 

8.25 

8 

9 

025 

0 

055 

Totals 

257.4 

212 

257.65 

By  altering  the  number  of  FTE  in  column  B,  the  model  adjusted  the  index  scores  and  the  result  is  a much  more  equitable 
distribution  of  staff.  The  variance  between  the  highest-scoring  branch  and  lowest-scoring  branch  has  been  mimmired  to  a 
difference  of  0.77  points.  That  is  a significant  improvement  over  current  scores,  which  span  over  15  points  with  Mam  and 
over  12  points  without.  The  Library  can  adapt  the  model  as  their  metrics  and  goals  change  over  time 
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APPENDIX  J:  BENCHMARKING  RESEARCH 


Highlights  from  Interviews  with  Peer  Library  Systems 


City  and  | 

County  of  | 

Charlotte- 
Mecklenberg,  i 


Non-union 

Workforce  development  influenced  by  changing  needs  of  the  community,  for  example,  if 
there  are  larger  populations  of  children,  older  patrons,  or  patrons  with  special  needs.  To  align 
their  workforce  better  with  community  needs,  they  reclassified  approximately  10%  of  their 
workforce. 

Also  changed  program  structure  to  meet  community  needs:  prioritize  their  focus  on  early 
literacy;  educational  success  for  youth  between  pre-K  to  12*^  grade;  workforce  development 
to  help  patrons  build  skills  and  find  jobs 

Expects  librarians  to  spend  at  least  50%  of  their  time  engaged  in  public  service  activities  such 
as  assisting  patrons  or  delivering  programs 

Adapting  to  technology  by  expanding  digital  collection  and  moving  toward  more  self-service 
operations  such  as  self-check-out. 

Every  job  opening  in  the  system  is  seen  as  an  opportunity  to  better  align  the  position  with 
community  needs 

Have  floater  positions  to  fill  gaps  in  staffing  caused  by  planned  or  unplanned  leaves 
Cross-training  staff  to  support  professional  development  and  enable  staff  to  be  more 
responsive  to  patrons 


City  of 

Columbus, 

OH 


City  of  Los  ?j 
Angeles,  CA  ; 


Non-union 

Expects  librarians  to  spend  at  least  75%  of  their  time  engaged  in  public  service  activities  such 
as  assisting  patrons  or  delivering  programs 

Merging  reference  and  circulation  desks  to  focus  more  on  customer  service  broadly  - desks 
staffed  by  customer  service  specialists  who  can  handle  most  patron  requests  - conducted 
more  cross  training  of  staff  to  support  this  move 

Created  new  jobs  and  updated  job  descriptions  to  reflect  more  emphasis  on  use  of 
technology 

Expanded  use  of  self-check  and  identified  a performance  measure  of  95%  of  check-outs 
handled  through  self-check.  Currently  at  93%. 


Union 

Expects  librarians  to  spend  at  least  50%  of  their  time  engaged  in  public  service  activities  such 
as  assisting  patrons  or  delivering  programs 


Multnomah 
County  - 
includes 
Portland,  OR 


Union 

System-wide  assistance  team  comprised  of  80-100  on-call  floaters  who  can  fill  staffing  gaps 
caused  by  vacations,  etc. 

Developed  formal  policy  several  years  ago  to  reassess  each  position  that  becomes  vacant  to 
determine  if  that's  still  the  position  they  need 

Dedicated  staff  conducting  on-going  data  analysis  to  identify  needs  and  influence  staffing 
decisions 

Developing  an  adaptive  work  culture  to  be  more  responsive,  flexible,  and  open  regarding  how 
they  do  their  work 

Hired  outside  consultants  to  assist  with  planning  to  meet  changing  needs 
Underwent  job  classification  revisions  because  of  new  minimum  wage  law  - the  new  law 
primarily  impacted  the  Library  in  terms  of  public  agencies.  They  combined  the  Page  and  Clerk 
positions 

Reconsidered  the  librarian  classifications  due  to  growing  overlap  between  Library  Assistant 
and  Librarian  positions.  Rewrote  Librarian  position  description  to  emphasize  more  project 
management,  public  outreach,  leadership,  and  training  and  de-emphasize  desk  work. 

Over  past  several  years  they  redistributed  staff  from  the  central  (downtown)  library  to 


73 


City  of 
Seattle,  WA 


branches  that  needed  more  staff 

Have  dedicated  staff  continuously  analyzing  library  data.  Have  developed  dashboards  to  keep 
management  informed  of  performance  - have  developed  a measurement  and  evaluation 
unit. 

Have  historically  had  good  relationships  with  the  unions 


City  and 
County  of 
Philadelphia, 


Union 

Re-organized  library  system  into  smaller  geographic  clusters.  Each  cluster  operates  as  its  own 
library  system. 

Updated  librarian  job  descriptions  to  include  sub-specialties  to  align  with  the  strategic  goals 
of  each  cluster. 

Hiring  new  positions  at  branch  and  cluster  levels  to  respond  to  unique  community  needs  such 
as  Digital  Resource  Specialists  and  Social  Workers.  Also  considering  hiring  Community 
Organizers  at  cluster  level  to  do  community  building. 

Have  Municipal  Guard  position  that  handles  security  and  custodial  work 

Expanding  the  types  of  workers  hired  - working  with  civil  service  commission  and  unions  - 

takes  9-12  months  to  accomplish  those  types  of  changes 

Considering  moving  to  a Radio  Frequency  Identification  (RFID)  system  that  would  allow  books 
and  DVDs  to  be  automatically  checked  in  when  deposited  at  book  drops. 

Have  historically  had  good  relationship  with  the  unions. 


Union 

Implemented  a "Service  Priorities"  approach  that  includes  more  community  engagement, 
technology  and  access,  re-imagined  spaces,  and  early/youth  learning. 

Service  Priorities  have  included  more  outreach  and  programming,  and  moving  away  from 
transaction  base  service  
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APPENDIX  K:  ADDITIONAL  STAFFING  CONSIDERATIONS 

The  following  recommendations  were  from  direct  input  of  staff.  Each  recommendation  came  from  individual 
employees  and  does  not  reflect  the  responses  from  all  staff  that  participated  in  this  study. 

A)  Consider  consolidation  of  the  3602  and  3610  job  classes.  Qualitative  research  revealed  that  many 
Library  Pages  are  interested  in  having  full-time  positions.  For  many  3602s,  it  appears  that  they  do  not 
view  their  position  as  short-term,  but  see  it  as  an  important  beginning  to  a long-term  library  career.  One 
of  the  reasons  SFPL  has  kept  the  3602  position  at  0.5  FTE  is  because  of  the  physical  nature  of  the 
position.  They  are  concerned  that  3602s  would  be  vulnerable  to  more  workplace  injuries  if  they  conduct 
the  work  of  a 3602  more  than  20  hours  per  week  on  a regular  basis.  SFPL  could  consider  merging  the 
3602  and  3610  position  to  broaden  the  scope  of  work  so  the  physical  tasks  are  not  concentrated  within 
the  3602  class.  As  positions  open,  SFPL  could  also  consider  changing  FTE  status  of  the  merged  class  to 
0.75  or  greater. 

B)  Provide  an  extended  track  of  3630-Librarian  I positions  - In  one  of  the  Librarian  focus  groups,  some 
staff  stated  that  they  have  no  interest  in  being  able  to  promote  to  the  next  class,  but  rather  they  want 
the  ability  to  be  promoted  to  an  extended  track  as  a Librarian  specialist.  Currently,  there  is  no  two-track 
system  in  place,  but  they  believe  this  would  help  energize  the  Librarian  I class  that  have  already  taken 
on  additional  work. 

C)  Greater  collaboration  with  other  departments  and  community  organizations  - During  a job  shadow  at 
a busy  branch,  the  Librarian  observed  mentioned  there  could  be  better  collaboration  in  programming 
with  departments  like  SF  Rec  & Park  and  nearby  community  organizations,  as  they  have  overlapping 
missions.  This  would  help  branches  better  manage  crowds  and  potentially  increase  registration  of  new 
library  users. 

D)  More  trainings  to  be  offered  at  branch  locations  - Staff  must  often  travel  offsite  to  attend  trainings, 
which  can  be  inconvenient  for  those  with  a long  commute.  Additionally,  feedback  from  the  focus  groups 
included  the  interest  for  more  Human  Resources-focused  trainings  that  help  staff  understand  how  to 
participate  on  committees  (i.e.,  setting  agendas,  taking  notes,  facilitating,  etc.). 

E)  Institute  a mentorship  program  - For  career  development,  some  staff  in  the  3616  classes  expressed 
interest  in  a type  of  program  where  they  can  be  paired  with  higher  classes  in  order  to  help  with  staff 
advancement  or  to  fill  in  knowledge  and  training  gaps. 

F)  Implement  strategies  to  retain  staff  at  branch  locations  - As  many  branch  staff  have  been  known  to 
migrate  to  a position  at  the  Main,  retention  strategies  should  be  implemented  to  help  reduce  the 
vacancy  that  gets  created  every  time  staff  is  reassigned.  Some  recommendations  included  utilizing 
floater  staff  again  to  help  cover  the  long  term  vacancies,  as  Subfinder  was  described  to  be  very  time 
consuming  to  use  and  monitor. 
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